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llhis resource naterials package on entrepreneur ship 
is designed for use by secondary and postsecondary vocation'al 
educators tn the developaent or organization of a prbgraa in small 
business aanageaent. Section I contains a bibliograph-y of printed 
naterials concerned vith entrepreneurship. Infornation is organized 

• into four parts: getting ready to becoae an entrepreneur: becoaing an 
entrepreneur: being an entrepreneur: and additional sources. Section 

• ZI contains the bibliography portion of a three-volume publication 
entitled "Minding your Own Business** and is ograni-zed into three 
Piarts: the environment of small business* managing a small business, 
and curricula^ Section iri provides a listing of publications on 
entrepreneurship vhich have been selected from a search conducted by 
the Sducational Resources Information Center. Finally, Section IV 
contains abstracts of new and continuing projects cdncerning 

• entrepreneurship administered by the Division of Research and 
Demonstration |(J.&. Office of Education/Bureau of Occupational and 
Adult Education) in Fiscal years 1976 ani V377. (JH) 
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FOREWORD 



Vocational Education must respond to growing and developing occupations. Therefore, there Is a " 
need for special packages containing practical and easily-adapted models, materials, and Information 
m the occupations so that secondary and post-secondary school administrators and teachers can 
respond to these occupational needs. The National Center for Research In Vocational Education 
has identified, selected, and Is disseminating Instructional resources in five special packages during 
1978. In addition, the National Center is giving assistance to vocational educators in using these 
resources. . 

The Entrepreneurship Resource list compiled by Special Packages staff represents a useful tool for 
educators developing or organizing a program in Small Buslness<^Ianagement. Contributors to this * 
effort were the AIM/ARM Project of the National Center, The Athena Corp., ERIC Clearinghouse 
onCareerEducatlon,and-^ie.taff of the National Center. ^ ^ 

Th# National Center Is indebted to Robert S. Peterson, Texas Education Agency; Roger Haskell, 
University of Tennessee; Mary Elizabeth Mllllken, University of Georgia; James Burrow University 
of Northern Iowa; and Marie Charles, Pinellas County School System, who served as consultants 
for the direction and validation of occupational selection criteria. David D. L'Angelle supervised 
the Special Packages development assisted by Jo-Ar Cherry and Janice T. Adkins. 



Robert E. Taylor 
Executive Director 
The National Center for Research 
in Vocational Education 



This project was developed pursuant to Contract No. 3CX)- 78-0032 with the U.S.'Office of Educa- 
tion. However, the opinions expressed herein do not necessarily reflect the position or policy of - 
the U.S. Office of Education and no official endorsement by the U.S. Office of Education should 
be Inferred. 




Special Package Number II 

St'liClAL PACKAGliS-USER FEEDBACK FORM 
(INSTRUCTIONAl. ^£:SOURCES FOR VOCATIONAL EDUCATION) 



To assist the National Ctiiitor fur Rust^arch In Vocational^ Education in 
continuing to Huive t^ffectivuiy the needs ol: vocational and technical 
i^ducator&s would -the USER of tht> Special Packages resources(s) please 
rt^spond to the Collowinp, qui?HtionH» Your responses will help us to. 
determine the kinds of resources you find most useful, 

1. Please indicate your job title (e.g. teacher, administrator, counselor, 
coordinator, local director) 



2. How^was the Special Package used? 

□ Planning ^an instructional program 

□ Developing of an instructional program 
p Operating of an instructional program 

□ Evaluating of an instructional program 

□ Other (please specify, e.g. student .services) 



3» Rate Special Packages, on the f ollowing dimensions: (Please, circle the 
response which most accurately describes the publication.) 



Excellent 



Very 
Good 



Good 



Fair 



Poor 



A. Relevance to the occupation 
(current and representative 
of occupational needs) 

@ B. Ease of Adaptation 

(Resources work In ajiy 
instructional setting) 

C. Availability (Resources 
were easy to acquire 
and affordable) 

D. Reproduction quality 
Additional Comments 



VG 



VG 



VG 



VG 



G 



.P 



Please fold this form In threi' sections with, the National Center address and 
postage paid. permit on the outside, staple, and return. * 
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WHAT ARE ^'SPECIAL PACKAGES'*? 



WHO CAN USE THESE PACKAGES? 



* Imfciuctional Retources related 

growing tnd developing 
' occupttioof. * 

* Included are Inatnictipnal Program 
Cottponenti, Retourcet Lists, * 
Occupational Infoimafeion, tto^gcua 

. Develc^ment GuidM, Curriculum 

* Material!, and Special Studies. 



Secondary and Post*secondary Teachers 
and Vocational ^Education 
Adminisfjators 



WHAT IS THE ROLE OF THE 
NATIONAL CENTER REGARDING 
SPECIAL PACKAGES? 



WHICH GROWING AND DEVELOPING 
OCCUPATION$ AND SPECIAL AREAS 
ARE RECEIVING EMPHASIS IN 1978? 



• Biomedical Instrumentation Technology 

• Entrepreneurship 

• Energy Conservation in Construction 
Trades 

« 

• Business and Office with Emphasis 
in Interpersonal Skills 

• Occupational Survival Skills 

• Skills for Developing and Evaluating 
Curriculum and for Adapting Instruc* 
tional Resources to Existing Curricu- 
lum 



The three objectives of the Special 
Packages Project are: 

' • Tq identify and select resources to 
* meet the needs of vocational educators 
^ in growing and developing occupations. 

• To disseminate selected resources. 

• To assist vocational educators in devel* 
oping skills in evaluating and adapting 
instmctional resources. 



;F0R MORE INFORMATION CONTACT: 

Program Information Office 
National Center for Research in 
Vocational Education 
1960 Kenny Road 
Columbus, Ohio 43210 
(614) 486-3655, ext. 63 



Sponsored by: 

The UtS, Oftfce of Education 




THE NATIOMl CENTER 
FOR^RESEAItCH IN VOCATIONAL EDUCATION 



SPECIAL PACKAGES FOR OCCUPATIONAU SERVICE AREAS 



introduction 



Secondary and post-secofidary vocational education teachers and'Wdministrators must respond to^ 
the emphases and needs of growing and developing occupations. Resource materials which can 
used in shaping and implementing programs to meet some of these emphases and needs have been 
identified, selected, and packaged by t*)e Special Packages Project staff of the National Center for 
Research in Vocational Education. I^lve copies pf each Special Package are being distributed ta 
each state and territory. « 

For 1978 emphasis was given to the following growing and developing occupations and special 
areas: m 

Biomedical Instrumentation Technology 

Entrepreneurship 

Occupational Survival Skills 

Energy Conservation in Construction Trades 

Business and Office with Emphasis in Interpersonal Skills 

SkilUs for Developing, Evaluating, and Adapting Instructional Resources to Existing 
Curriculum 

Selection criteria ^for resource materials included In the 1978 Special Packages were: 

Relevance to Occupational Area 
Target Audiences J 

Instructional PrograrrT Design (Competency-based, Modularized) 
Validation/Evaluation Data 
.Reproducability 

Cost of Implementation/Adaptation 
Sensitivity to the Special Needs of Groups 
Flexibility 
/ fnnovatiiveness 
Marketability 

Sex E ^ Ethnic Fairness < 
Availauiiity of the Materials 

The modular format is a common characteristic of ail resources being disseminated. This concept 
is evident in packaging as well as content. Three ring binders allow for a flexible packaging 
arrangement and organization of instructional resources. Materials may be added, deleted, repack- 
aged, or modified in accordance with the needs of the user. The content arrangement promotes an 
individualized approach in that students can proceed through the necessary modules that meet 
their own training needs. At the same time, on-site training using specific modules can be provided 
without disrupting the continuity of the instructional program. For example, if training on a spe- 
cific kind of equipment is necessary that is not available at the school, the teacher could provide 
that training in an actual work environment. Finally, curricului updating and revision can be • 
accomplished with minimum disruption to the instructional program. As the occupational area 
grows, the changes to the technology can be inserted into the curriculum. 



One objective of the Special Packages Project is that utilization of resource materials will be en- 
hanced. Toward this end, assistance will be given to vocational educators in developing skills in 
evaluating and adapting instructional resources. 



ENTREPRENEURSHiP 



Contents of this package may be used by educators developing or organizing a program In Small 
Business Management. 



SECTION 



1 ENTREHRENEURSHIP RESOURCE LIST ' 

- Bibliography of printed materials and films concerned with Entr^preneurship com- 
piled by staff of the National Center for Research in Vocational Education 

PARTI GETTING READY TO BECOME AN- ENTREPRENEUR 

PART II EECOMINQ.AN ENTREPRENEUR 

PART III BEING AN ENTREPRENEUR 

PART IV ADDITIONAU SPURCES 

2 ■ MINDING YOUR OWN SMALL BUSINESS: BIBLIOGRAPHY 

- Bibliography portion of three-volume publication entitled Minding Your Own 
- Small Business, developed by The Athena Corporation . 

■ ■ * 

PART I THE ENVIRONMENT OF SMALL BUSINESS 
PART II MANAGING A SMALL BUSINESS 
PART III CURRICULA 

3 r ENTREPRENEURSHIP: SELECTIONS FROM ERIC SEARCH CONDUCTED 

APRIL 1978 

-- Listi^ng of publications concerned with Entrepreneyrship which have been entered 
Into the Educational Resources information Center data base; search conducted 
through the ERIC Clearinghpuse.on Career Education 

■4 ABSTRACTS OF NEW AND CONTINUING PROJECTS CONCERNING ENTRE- • 

PRENEURSHIP ADMINISTERED BY THE DIVISION OF RESEARCH AND 
DEMONSTRATION (USOE/BOAE) IN FISCAL YEARS 1976 AND 1977 

- information on developers and content of projects dealing with Entrepreneurship, 
compiled by AIM/ARM Project of the National Center for Research in Vocational 
Education 
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rERlC: 



Tin? NiiUqnal Center for RcstarclVin Vocational Hducatiori's 
mission is to increase the ability of diverse agencies, tnstitutitjns, . * 
and organizations to solv^1^U|^ationarproblei1iirela^^^^^ ' 
^individual career pianning/pfeparat4on/andp^ 
'The National Cisntar fulf ills ^ 

• Developing educational programs ani producjt? / 



Installing educational programs and products 



% Oper^>tiny.information'$ystems and services 

• Conducting leadership development and traimng 
programs 
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ENTREPRENEURSHIP RESOURCE LIST 



Compiled by Staff of 
The National Center for ReseaTh 
in Vocational Education 
The Ohio State University 

1960 Kenny Road 
Columbus, Ohio 43210 
1978 



TABLK OF CONTENTS ^ 

PART I CKTTINC, UKADY TO BKCpME AN KNTREPRRNEUR 

Hnit A N.uurc of Small Buslnoss 
Unit B Arc You An Rhtrppreneur? 
Unit C How to Succeed and How to Fail 



PART 1 1 ' RKCOM'INC. AN ENTREPRENEUR 

Unit A Dovi'loplng the BuHlness Plan 

Unit B Whore to Locate Ihe Business 

Ihjit C hfgal Issues and Small Business 

Willi I) (lover nmont Regulations and Small Business 

Unit K Choosing the Type of Ownership 

Unit V How to Finance tiie Business 

Unit C Resources for Managerial Assistance , 



PART III Bf'.INC AN I'NTRIIPRKNEUR 

Unit A Mnnn^Jnf: tin* Businc'ss 

Unit U Financial Manngemont 

Hnlt. C KoopInK tfie Business Records 

Unit !) Marketing, Mnnng^?nient 

JhHt K Sn-ctssful Selling 

Utilt V ManaglAg Human Resources 

Unit C Community Relations ^. 

Unit H Business Protection 



PART IV ADDITIONAL SOIIRCKS 



A. |i,S, Covernment Piibl lent Ions (Kxeludlng SBA Publications) 
Sum II BuHiness Administration Publications 
Periodicals Busini^ss and Professional 

D, National Trade Associations 
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PART I 

GETTING READY TO BECOME AN ENTREPRENEUR 



ERIC 



UNIT A NATURE OF SMALL BUSINESS 



Sources 



Cook, J. "Carl Sonthelmer 's Better Mousetrap,'! Forbes , May 6, 1978. 



•I 



Darins To Start Your Own Business," Changing Times , The Kipllnger Magazine 



June 1977. 



Harris, M. "Do You Have What It Takes," Money, March 1978. ' 



Huinzel, R. S. "Riches-To-Rags-To-RicWes Story: An Entrepreneur Sells 

Kxperience," The Los Angeles Times , July 17, 1977, Part^IV, pp. 1 and 7. 

"Is This Anytime Tp Start A Business?" Changing Times , The Kipllnger 
Magazine, October 1975. 

.lestfup, C. and Chipps, G. "Seasonal Businesses Work Now," Family Circle . 
February 3, 1978. . 

Klein, F. C. "The Venturers: Doyle Hayt Survives Bankruptcy, Succeeds 
Second Tim.e Around," The Wall Street Journal , November 29, 1977." 

MacFarlane, W. H. Principles of Small Business Management . New York: 
McGraw-Hill Book Co., 1977. 

Machalaba,- ft. "The Venturers: Bob Dallas Is Fighting Chains and Exhaustion 
' With Small Restaurant," The Wall Street Journal , December 2, 1977, 



May, R. B. "The Venturers: Joan Massy Struggles To Keep An Idea Alive On 
Bare-Bones Capital," The Wall Street Journal . November 14, 1977, p. 1. 

Overend, W. "Inventor's Pipe Dream Going Up In Smoke?" The Los Angeles 
.T^imes, December A, 1977, p. 18. 

"Panacea, Placebo, Nostrum, Amen," Forbes , October 15, 1977. 



"Panty Girdles Lose Out To Miniskirts," Columbus Dispatch , April 5, 1970, 



Pappa«, V. "The Venturers: Colleges Are Replacing School of Hard Knocks 
For Some Businessmen," The Wall Stlg ^et Journa l. December 9, 1977, p. 1, 



p. Al. 
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"Revel To Offer Expert Business Advice," The Los Angeles Times , 
July 31, 1977, Part VIII, p. 3. . 

Shaffer, R. A. "The Venturers; How Fusion System's Blundered To Success 
With^Exotic Product," The Wall Street Journal . November 17, 1977, p. 1. 

Small Business Administration. Washington, D.C.: Government Prlntlna 

Office. ' • ' r . 

. ' Analyze Your Cost of Marketing . .Management Aid No. 85. 

„. Is Your Cash Supply Adequate . Management Aid No. 17A. 

. Six Methods For Success In A Small Store . Small Marketers Aid No. 127 

. Sweeping Profit Out The Back Door . .Small Marketers Aid No. 138. 

. Value Analysis For Small Business . Technical Aid No. 87. 

"Small Business: The Maddening Struggle To Survive," Business Week . 
June 30, 1975, pp. 96-101. , ' . • 

"Small Businesses You Can Start On $6,000 And Up," C hanging Times . The »«• 

Klplinger Magazine , August 1977. " 

« , ' - - 

"Starting A Business: Women Show It's Not Just A Man's World," U.S. New;; and 

W orld Report , August 29, 1977. 



UNIT B ARE YOU AN ENTREPRENEUR? 



' Sources , 

Baty, G. B. Entiepreneurshlp Playing to Win . Reston, Reston PubUshing Co., 
197A. • 

Chriss, N. "Popcorn Can and Fish Line Makes George Ballas A Rich Man," 
1977. The Los Angeles Times. March 17, 1977, p. B-4. 

Collins, 0. and Moore, D. The Organization Matters .' New York; Appleton- 
Century-Crof ts, 1970. | 

Cox, J. "'Breaking Device' Assures Skateboard Safety," The Cincinnati 
Enquirer . April 15, 1977, p. E-7. 

Hornaday, .1. A. and Aboud. "Characteristics of Successful Entrepreneurs," 
Per sonne l P sychology ,24: 1971. 

JpHHup, C. and Chipps, C. "Sunsonal Businesses: Work Now," Family Circle . 
February 3, 1,978. ^ 

Johnson, D. "Seattle Boom Has Broad Base," Los Angeles Times . 
July 17, 19/7, p. 1 . 

Klatt, L, A. Small Business Management; Essentials of Entrepreneurship . 
"Belmont, California; Wadsworth Publishing Company, Inc., 1973. 

Llles, P. R. New Busines p. Vent u res and the Entrepreneu r. Horaewood, Illinois 
Richard D, Irwin, Inc., 197A. 

MacFarlane, W. N. Principles of Small Business Managemen t. New York: 
McGraw-Hill Book Co., 1977. 

Nelson, R. E. Owning a nd Operating a Small Business . Springfield, I^-linois: 
State Board of Education, Illinois Office of Education, 1976. 

Overend, W. "Inventor's Pipe Dream Going Up In Smoke?" The Los Angeles 
Times, December 4, 1977, p. 18. 

ShapiTo, A. "The Displaced, Uncomfortable Entrepreneur," Psychology Today . 
Volume 9, Number 6, 1975, pp. 83-88. 
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Smalhelaer, L. "Do You Have What It Takes To Reach Your Goal?" Volune 22, 
Number 7, July, 1975, pp. 58-71. 

Small lUislness Administration. Starting and Managing A Business of Your Ovm 
Starting and Managing Series, No. 1, 1973. 

Small Business Administration Workshop Materials. 

Sullivan, D. J. Small Business Management; A Practical ADproach . Dubuque, 
Iowa: Wm. C. Brown Company Publishers, 1977. 

"Widow Parlayed Dream Into Success," The Los Angeles Times . July 31, 1977, 
Part VIII, p, 1. . • : 



Films 

"Success Story,". Bread and Butterflies Consortium. Agency for Instructional 
Television, Box A. Bloomlngton, Indiana, 47401. 

Exposure Level. 

Content: The film illustrates needs in Dave, who now owns a leather 
shop where he makes and sells his own work. The film looks back on his 
childhood on a farm, on a time when he held a dull job that paid tairly 
well, and on his days as a parachutist; in the army. Success for Dave 
is a personal thing, something he has figured out for himself. 

"New Entrepreneur — Careers for Now Series," ACI Films, Inc., 35 West 45th 
Street, New York, New York, 10036. Available for preview for a thirty- 
day period of time, or available to rent at Kent State University, 
Audio Visual Services, 221 Education Building, Kent, Ohio 44240. 

Preparation/Adaptation Level. 

Content: Denise Cobb is a young black woman who runs an organisation 
called TLC Unlimited, that provides cars and drivers and other 
personalized services for travelers and business visitors. She has 
three partners, all women. She started as a bookkeeper and worked for 
a management concern. Because members of her family are Jaz2 musicians, 
she was aware of the problems traveling musicians and others have in 
finding hotels, keeping schedules, etc., and decided to set up h^r own 
company to serve them. At first she had one v n and worked out oi hor 
hoir'*. When she wanted to expand, she went to tho Small Business Agency 
and with their encouragement drew up a detailed proposal and got fuiui^i 
to Starr. She stresses four points necessary for starting your own 
business: 

I. Define your goals in terms of how you want to I ivi* and 
what you enjoy doing; 



2. Be prepared to "starve a little"— it takes time to , 
get started; ' • s." 

3., Use' all the resources available td leant about your 
field; and , ' 

A, Bullcve in yourself. 



UNIT C HOW TO SUCC^D AND HOW TO FAIL^ ^' 

^ 

Sources s 

Barnett, C, "Owning Your Own Business." TWA Ambassador > Volume 10, No. 6, 
1977, . ' * • . 

» • » 

The Bu siness Failure Rccofd . New York; Pun and Bradstreet, Inc., 1977. 

Heinzel, R. S. "Rlches-To-Rags-To-Riches Story: An Entrepreneur Sells 
Experiehce," The Los Angeles Times . July 17, 1977i Part IV, p. 1. 

Klein, F. "The Venturers: Doyle. Hayt Survives Bankruptcy, Succeeds 
Second Time Around," Wall Street Journal , {lovember 29, 197.7, pp. 1-16. 

MacFarlane, N. Principles of Small Business Mana gement. New York: McGraw- 
Hill Company, 1977. '■ " . " 

May, R. B. "The Venturers: Joan Massey Struggles ^to Keep An Idea Alive On 
Bare-Bones Capital," Wall Street Journal , p. ij November 14, 1977. 

t^g JJAtLaLls In Mana ging A Small Business . New York: Dun and Bradstreet. 
Inc., 1977. ; 

Pucci. C. "Prospering 'Maverick' Grocer," The Cincinnati E nquirer. 
July 31, 1977, E-9. . . 

Small Business Administration. Washington, D.C.: Government Printing 
Office. 

» 

A Checklist For Going Jnto Business . Small Marketers Aid No. 71. 

Startin g And Managing A Small Business Of Your Own . Starting and 
Managing Series No. 1, 

Soble, R. "Wham-O Ahead Of Game With Frisbees," Los Angeles Times . 
August 28, 1977, VIII-3. ' , " 

Whltis M. The Entrepreneurship Manual . Radnor, PA: The Chilton Book 
Compan, 1977. 
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Films 



"Three Times Three" (13*5 mln., sd., color, 16 tnm) Available for purchase 
or rental from Sales Branch, National Audio-visual Center — GSA, 
Washington,. D.C. 20406. Phone (301) 763-1854. 

I 

4 

Exposure Level. 

Content: Through dramatization and narration, the film Illustrates 
|nlne important keys to small business success: personal ability of the 
>wners' use of outside assistance and information; understanding 
Insurance, regulations, and taxes; business opportunity; knowing sources 
if capital; maintenance and use of business records; understanding 
llnanclal ^factors; effective organization and planning; using good 
managemeup^ techniques. 
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PART li 

BECOMiNG AN ENTREPRENEUR 



UNIT A DEVELOPING THE BUSINESS PLAN 



Sources 



"DurlnK To Start Your Own Business," ChanslnR Times . The Klpllnge r Magazine. 
Vol. 31, No. 6, June 1977, " 

nepartment of Commerce. Preparing A Business Profile . Washington, D.C.: 
Covernment Printing Office, April 1972. 

Proxmire, W. Can^ Sma ll Business Survive? Chicago, Illinois: Henry Regnery 
Co. , 1964. 



Shl.U, B. S., Evfirard, K. E., and Johns, J. M. Business Principles And 
H*l![l^emcjU» Cincinnati, 0' ioi South-Western- Publishing Co., 1973. 

Small Business Administration. Washington, D.C.: Government Printine 
■ Office. 

• 'l^l^Jjl^";*^. JV-'l^l iilLJ^^^ Management Aid No. 150, February 1974. 

'l4.»jjl^ssJ!.l<:iIlJ'"»- wSmall Con; ' ruction Firm s. Management Aid No. 221, 
January 1974. 

• ^ijJL^JlS£s Phm_For_ Small Manufacturers . Management Aid No. 218. 

July 1973. • " " ~ 

t 

• »y-«r"*-'ss Plan For Small Service Firms . Management Aid No. 153, 
October 1974. • ^ " 

_ • '"^Mf t And Managing A Reta il Flower Shop , 1970. 

- . . • ^.yj-UJliLAniL Mgtia-gi. ng A .Small Business Of Your Own , 1973. 

. . • '''jl^.^iiirALJX"_^^'ars; Problems Of Small Busin ess Firm Growth And 
Siirylva^l, 1961.' ' " " 

"Small BuHlnesses You Can Start On $6,000 And Up," C hanging Times , The 
•fL^itLl'ififLr Mji^-iz ^^^^ Vol. 31,. No. 8, August 1977, pp. 38-40. 

Stcinmt'tz, L. L., KUnc, J. B., and Stegall, D. P. Managing The Small 
'fell^.flf' Homowood: Rtchaid D. Irwin, Inc., 1968. 



Films 



"The Business Plan" (14 mln. sd., color, 18 nun) Available for purchase or 
rental from Sales Branch, National Audio-visual Center— *GSA, 
Washington, D.C, 20406. Phone (301) 763-1854. 

*■ 

' Pr.eparatlon/Adaptaclon Level* 

Content: Dramatizes the need for and elements In a business plan as a 
management tool for a successful business operation. Dialogue is mostly,, 
between the two main characters » One is an appliance store owner, whose 
business is declining because the owner has not done planning and has 
failed to keep up with changes. The other is a service writer who kits 
finished two years of small business training in night classes and is 
planning to open an automobile service shop. The service writer has a 
business plan and enthusiastically tells why it is important • At first 
derisive^ the appliance store owner later admits that the businesH is 
failing. Further discussion reveals that lack of planning has been a 
key factor in the decline of the business. The service writer's 
enthusiasm, well-founded reasons for planning*, and factual preseutation 
of the main points in a business plan convince the appliance store owner 
of ^the .necessity of a plan. 



UNIT B WHERE TO LOCATE THE BUSINESS 

I 

Sources ^ 

Small Business Administration. Washington, D.C.: Government Prlntine 
Office. ' - * 

' factors In Conside ring a Shopping Center Location , Small Marketers Aid 
No. 1A3. , ': ' ~ 



. J^catlni 
I Statis t: 



:_ln8 or Re locating Your Business . 'Management Aid No. 201. 

' I Statistics and Maps ior National Market Analysis , Small Business 
Bibliography No. 12, 1973. ^ 



I 



• U.gl ng a TrafXic Study to Select a Retail Site . Small Marketers Aid 

• No. 152, 1973. ~ 

— • .Using Census Data to Select a Store . Small Marketers Aid No. 154. 

"Wh)r You Should Set Value On Your Business: Professionals Tell How To 
Make An Appraisal," The Wall Street Journal . July 25, 1977. 



-Films 

•The Right. Location" (16 min., sd., color, 16 mm) Available for purchase 
. or rental from Sales Branch, National Audio-visual Center— GSA, 
Washington, D.C. 20406. Phone (301) 763-1854. 

Kxposure Lev 1 , 

; Content: Through the experience of a young person planning to open a 
o lathing store, this film dramatizes the Importance of the right loca- ' 
tlon and outlines sonje of the essential factors to consider in making 
;rsite selection study. ' 



UNIT C LEGAL ISSUES AND SMALL BUSINESS 



Sources 

Fisk, M. and Mictus, N. Applied Business Law . 11th Ed., Cincinnati, Ohio: 
South-Western Publishing Company, 1977. 

Journal of Small Business Management . Volume 15, Number A, October 1977. 

MacFarlane, W. Principles of Business Management* . New Yo.rk: McGraw-Hill 
Book Co., 1977. 

■• / ■ . 

"Panty Girdlts Lose Out To Miniskirts," Columbus Dispatch . Sunday, 
April 5, 1970, p. Al. 

Shilt, B., Evcrard, K<, and Johns, J, Business Principles and Management . 
6th Ed., Cincinnati, Ohio: South-Western Publishing Co., 1973. 

Small Business Administration. Managing For Profits . Washington, D.C.: 
Government Printing Office, 1968. 

Wlngate. J. W. and Sampson, H. E. Retail Merchandisin g, 8th Ed., 
Cincinnati, Ohio: South-Western Publishing Company, 1975. 
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UNIT D GOVERNMENT REGULATIONS AND SMALL BUSINESS 

J 

Sources 

A Guide to Voluntary Compliance . OSHA 2088. 
All About QSHA . OSHA 2056. 

e 

Credit History for Married Persons. Bakersfleld, California: Dunlap. 

DeSalvla, D. and Etherington, J. "OSHA: An Approach for Small Business/' 
Journal of Small Business Management . Volume 15, No. A, October 1977. 

Fish, M. and Mieters, N. Applied Business Lav . Uth Edition, Cincinnati, 
Ohio: South-Western Publishing Co., 1977. 

Carfinkel's Option Account Agreement, Garfinkel's Credit Department, 
UOI F Street, N.W., Washington, D.C. 

"Thr Ciuc'Rswork on Warranties," Business Week ." July 14, 1975. 

"Guidelines for Setting-up Job Safety and Health Programs," OSHA 2070. 

Inman, J. E. "Antitrust Compliance for Small Business," Journal of Small 
B usiness Management . Volume 15, No. A, October 1977, pp. 10-19. 

J ob Safety and Health (Periodical, $4.50 per year). 

Kalis, D. B. "Surging Product Liability Suits: Can Your Company Cope?" 
Occupational Hazards , March 1974. 

MacFarlane, W. P rinciples of Business Managemen t, New York: McGraw-Hill 
Book Co.v, 1977. " 

Magnu sen- Mofis Warranty - Federal Trade Commission Improvement Act . Public 
Law *>3-637, 93rd Congress, 5.356, Washington, D.C: Government 
Printing Office, January 4, 1975. 

Mastt-r -Charge. "In Case of Errors or Inquiries About Your Master Charge 
Bill." 

Monu^r, A. L. "Junk Aid for Small Business," Fortune. November 1977. 



30 



Morrison, M. "Cosmetics: Some Statistics on Safety," FDA Consumer . 
.March 1976. 

O'Connel, J. "Bypassing the Lawyers," The< Wall Street Journal . April 8, 
1976. . 

QSHA Fact Sheet for Small Businesses . OSHA 2005. 

OSHA Safety and Health Standards. General Industry . OSHA 2206. 

"Product Safety and the Law: The Gathering Storm," Metalworklng Economics . 
August 1972. 

"Rage Over Rising Rcjgulattons," Time . January 2, 1978. 

Shllt, B., Everard, K. , and Johhs> J. Business Principles and Managemen t. 
6th edition, Cincinnati, Ohio: South-Westerh Publishing Co., 1973. 

Small Business Administration. Washington, D.C.: Government Printing 
Office. 

The Federal Wage-Hour Law in Small Firms . Small Marketers Aid No. 132. 

_• Getting the Facts for Income Tax Reporting .^ Small . Marketers Aid 
No. 144. 

. Managing for Profits , Nonsfiries Publication, 1968. 

Selecting a Lawyer for Your Business . Management Aid No. 8. 

. Starting and Managing a Business of Your Own . Starting and Managing 

Series, No. 1, 1973. 

. Steps in Meeting Your Tax Obligations . Small Marketers Aid No. 142. 

"Small Business HanHicapped by Minimum Wage Boost," NFIB Mandate . 

December 1977, (National Federation of Independent Business, Inc., 
490 d'Enfant Plaza East* S.W., Washington, D.C. 20024). 

"Special Notice to Ohio Bell Customers: FCC Regulation Program." 

Springer, R. M. "Small Business Looks at New Warranty Rules," J ournal o f 
Small Business Management , Volume 15, No. 4, Jctober 1977, pp. 20-26. 

Stfl.ples, W. A. and Stafford, J. E. "Managerial Compliance Procedures for 
Equal Employment Opportunity," Journal of Sm g H Businesa Manage ment, 
Volume 15, No. 4, October 1977, pp. 1-5. 

The Targe t Health Hazard, OSHA 2051. 
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"Ten Fallacies About FDA," FDA Consumer . HEW Publication llfFDA 76-1017. 

■ . , <' 

Ungor, H. "The Monster |hat Eats Profits," The Enquirer Magazine - 
C incinnati Enquirer . November 20, 1977, pp. 55-58. 

U.S. Department of Labor. The Wllllam-Stelger Occupational Safety and 
H ealth Act of 1970 . Publication No. 2915-0001, Washington, D.C.: 
Government Printing Office, 1972. 

U.S. Equal Employment Opportunity Commission. Affirmative Action and Equal 
Opportunity - A Guidebook for Employers . Vol. 1, Washington, D.C.: 
Government Printing Office, January 1974. 

U.S. Treasury Department. Washington, D.C.: Internal Revenue Service. 

. T ax Calendar and Checklist . Publication 509. 

. Tax Guide for Small Business . Publication 334. 

Wingate, J. W. and Sampson, H. E. Retail Merchandising . 8th Edition, 
Cincinnati: South-Western Publishing Co., 1975. 

Wysockl, B. "The Venturers: Mr. Newton's Foundry Spends Time, Money 
Coping with Red .Tape," The Wall Street Journal . November 21, 1977. 



UNIT E 



CHOOSING THE TYPE OF OWNERSHIP 



Sourcos 



"Franchised Business Not a Ctnchp" Columbus Dlapaltch . July 10, 1977, p. C-8. 



Cetz, C. Business Law . (4th Ed.) EngXewood Cliffs, New Jersey: Ptentlce- 
Hall, Inc., 1972. 

How To Start Your Own Small Business . New York, New York: Drake Pub- 
Ushers, Inc., 1973. 

Kennedy, J. W. and Olsen, A. R. Economics: Principles and Application . 
(8th Ed.), Cincinnati, Ohio: South->We8teri\ Publishing Co., 1972. 

Kuebbcr, G. L. ^Going Into Business for Yourself . Columbus, Ohio: Ohio 
Distributive Education Materials Lab., N. D. 

. Lewis, 0. How To Franchise Your Business . New York, New York: Pilot 
Books, 1974. 

NcConnell, R. Economics: Principles. Problems and Policies , (2nd Ed.), 
New York, New York: McGraw-Hill Book Company, Inc., 1963. 

Mayi R. B. " "The Venturers: Joan Massey Struggles to Keep an Idea Alive on 
Bare-Bones Capital," The Wall Street Journal . Novenber 14, 1977. 

Met 2, R. Franchising: How To Select A Business of Your Own « New York, New 
York: Hawthorne Books, Inc. 

Pickle, H. B. and Abrahamson, R. L. Introduction To Business , (2nd Ed,), 
Pacific Palisudes, California: D. S. Goodyear Publishii% Company, 
Inc., 1974. 

Small Business Administration;' Franchise Index/Profiles . Washington, D.C.: 
Government Printing Of flee, * 1973. 

• Steps, in Incorporating a Business . Management AiJs For Small Manu- 
facturers, 1970. 

« 

U.S. Bureau of Census. Statistical Abstract cf the United States . 
,(97th Ed.), Washington, D.C.: Government Printing Office, 1976. 



•75 



U»S. Department of Conmerce. Franchising In the Economy . Washington, D.C. 
Government Printing Office, 1975-77. 

U.S. Department of the Treasury. Internal Revenue Service, Washington, 
D.C: Government Printing Office. 

• Scnedule C (Form 1940) Profit or (Loss) From Business or Profession . 

. Form 1065 U.S. Partnership Return of Income . 

• Form 1120 U.S. Corporation Income Tax Return . 
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UNIT F HOW TO FINANCE THE BUSINESS 



Sources 

Annual Statement Studies . The Robert Morris Associates, Philadelphia 
National Bank Building, Philadelphia, PA 19107. 

Barometer of Small Business . Accounting Corporation of America, 1929 First 
Avenue, San Diego, CA 92101. 

Clark, L. H., Jr. "The Venturers: Frank Filling Discovers That Banks are 
Ready to Aid Small Concerns," The Wall Street Journal . November 25, 
1977. • 

"Daring to Start Your Own Business," Changing Times . The Kiplinger Magazine . 
Jun€ 1977. 

"Going Into Business the Franchise Way," Changing Times , The Kiplinger 
Magazine . April 1977. 

International Franchise Association, Washington, D.C. Classified Directory 
of Members. 

Jessup, C. and Chlpps, G. "Working for Yourself: Is It for You?" 
Glamour , March 1977. 

Key Business Ratios . Dun & Bradstreet, Inc., 99 Church Street, New York, 
NY 10007. 

Kr^ps, C. 'Analyzing Financial Statements," American Institute of Banking, 
American Bankers Association, Washington, D.C, 1975. 

Small Business Administration. Washington, D.C: Government Printing 
Office. 

. The ABC's of Borrowing . Management Aid No. 170. 

. Budgeting^ in a Small Service Firm . Small Marketers Aid No. 146. 

. Business Plan for Retailers . Small Marketers Aid No. 150. 

. Franchise Index/Profile. 



■IS 



. Is Your Cash Supply Adequate ?. Manag^ent Aid No. 17A. 

. Ratio Analysis for si^ll Business . 4th Edition, 1977. 

. Sound Cash Management and Borrowing t Small Marketers Aid No. U7. 

"Small Businesses You Can Start on $6,000 And Up," Changing Tlmos . The 
Klpllnger Magazine . August 1977. 

Stelnhoff, D. Small Business Management . New York: McGraw-Hill, 197A. 

"Steps to Starting a Business," Small Business Reporter, 1976. 

Stevens, Mark. "Federal Loan Aid Available," The Columbus Dispatch . 
June 27, 1976, p. 10. 

> 

U.S. Commerce Department. Superintendent of Documents, Washington, D.C.: 
Government Printing Office. 

. Franchising in the Economy. 

. Franchising Opportunities Handbook. 

"What Going Into Business Costs," Changing Ttrues . The Klpllnger Magazine . 
June 1971 



Films 

"The Heartbeat of Business" (14 min.) Available for purchase^of rental 
from Sales Branch, National Audio-visual Center— GSA, W^^ington, D.C. 
20406. Phone (301) 763-1854. 

Exploration Level. 

Content: Emphasizes the imRortance of financial management. The film 
opens with Josh Billings, owner of a building supply firm, being taken 
to the hospital following a heart attack. Later, he is visited by 
Ben Heather ton, recent owner of a remodeling and home repair business. 
Through conversations between Josh and Ben and by flashbacks of some 
episodes in Josh's business affairs, . some examples of good - and bad - 
financial management are dramatized. Ben, realizing the importance of 
financial management, took steps to learn about and practice approved 
methods. 



Vtm G RESOURCES FOR .MANAGERIAL ASSISTANCE 



Sources 

"Business Management: Advice From Consultants," The Small b^islness 
Reporter . Bank of America, Vol. 11, No. 3. 

Cloherty, P. "Wha,t the Government Can Do to Support You," Working Women . 
January 1978. 

Coakley, M. "Being A Tycoon Catherine Clark Hasn't Kneaded Dough For A 
Long Time," The Chicago Tribune . December 2, 1977, 

"Controversial U.i!' Bid Offered Minority Building Contractor," Cincinnati 
Enquirer . November 13, 1977, 

Flske. H. and Zehring, K. "How To Start Your Own Business," Ms., 
April 1976, pp. 55-69. 

Small Business Administration. Washington, D.C: Government Printing 
Office. 

A Checklist for Going Into Business . Small Marketers Aid No, 71, 

Franchise Index/Profile . Small Business Management Series No. 35, 
1973. 

♦ '. How Trade Associations Help Small Business . Management Aids for Small 
Manufacturers No, 32. 

. ' Small Business Administration; What It Is,,. What It Does . 

Starting and Managing a Small Business of Your Own . Starting and 

Managing Series No. 1, 1973, 

"Small Business: Many Women Attaining Success As Leaders of Own Enter- 
prise," The Columbus Dispatch . November 20, 1977. p. K-6. 

"Starting A Business— Women Show It's Not Just A Man's World," U.S. News and 
World R eport. August 29, 1977. 

"Steps To Starting A Business," The Small Business Reporter , Bank of 
America, 1976. 



"The Cost Of Getting Into A Franchise," Changing Times . The Klpllnger 
Hakdzlnc . April 1977. "~ ~ 

U.S. Department of Commerce. Washington, D.C.: Government Printing 
Office. 

_• The Franchise Opportunities Handbook . April i;77. 
. Franchising in The Economy . \ 

Minority Ownership of Small Businesses - Instructional Ha ndbook. 

DHEW (OE), 1972. 

Welnsteln, F. "How To Become An Entrepreneur," Working Woman . Vol. 2, 
No. 12, December 1977. ^ 

"What About Franchises?" Working Woman . January 1978. 



Classes 

For information about courses contact YWCA, 37 South Wabash, Chicago, 
IL 60603 

"Women Going Into Business" 
"Building Self-Employment" 



Films 

t I 

Available for purchase or rental from Sales Branch, National Audio-visual 
Center— GSA, Washington, D.C. 20406., 

"Thei Antique Man" (14 min.) 

Exploration Level. 

Content: A Story About SCORE - what it is and how it works - dramatized 
in conversations between a SCORE counselor, hia friend (another retiree), 
and a SCORE client. Scenes in the client's place of business illustrate 
how a SCORE counselor helps a small businessperson. The film is 
designed for use in recruiting SCORE volunteers, indoctrinating new 
SCORE members, and informing the public about SCORE. It is recommended 
for TV use to publicize the SCORE program. 




"A Case In Point" (U min.) 



Exposure Level. „ 

Content: Through the experiences of the main character, tells of 
various services available to small business owners from the Small 
Business Administration. 



"Take It From SBA" (15 min.) 

Preparation/Adaptation Level. 

Content: Based on actual experiences of a small manufacturer* this 
film shows how SBA helps small firms utilize information on new 
tcchnology^avallable from many sources. 

"The 'SCORE' Board" ' . 

Content: The film dramatizes a team approach to SCORE counseling. The 
SCORE volunteer (a retired accountant), assigned to counsel the owner 
,of a small plastics extrusion plant, realizing that he nee'ds help with 
non-financial problems, gets two other SCORE members - a retired 
engineer and a retired salesperson - to work with him on the case. 
Various scenen show each counselor meeting with the client and the 
three counselors working on alternative recoimnendations to present to 
the client. The film is for use in training SCORE volunteers. . > 



PART III 
BEING AN ENTREPRENEUR 



UNIT /"^A^iAGING THE BUSINESS 
' Sources . 



Benge, £• J* How To Manage For Tomorrow » Homewood> Illinois: Dow Jonss- 
Irwin, Inc., I975f 

Drucker, P. Managing For Results » New "York; Harper > Row, 1964. 

Gtllerman, S. W. Management By Motivation ^ New York: American Management; 
AHsociatlon, tnc.» 1968. 

iiarrlson, J. F. Managewent By Obstruction , Englewood Cliffs, NJ: Prentice- 
Hall, Inc;, 1974. 

• » 

Harvard Business Review. On Management , New York: Harper & Row i975. 

Mullbroner, R. L. and Others. In the Name of Profit , New York: Doubleday 
and Company, Inc., 1972. 

MancuBo, J. Fun and G u ts: The Entrepreneur *8 Phlloso^h^ , Reading, MA: 
Addinori-^Wesley Publishing Co., 1973. 

Peter, L. J. and Hull, R. The Peter Principle , New York: William Morrow 
and Company, Inc., '1969^ 

StegalU D. , Steinmetz, L., and Kline, J. Managing the Small Business , 
Homewdod, Illinois: Richard D. Irwin, Inc., 1976. 



Films 

'Thi^ Business Plan" (14 mln., sd., color, 16 mm) Available for purchase 
or rental from Sales Branch, National Audio-visual Center-— GSA, 
Washington, D.C. 20A06. Phone (301) 763-1854. 

-1. 

Preparation/Adaptation Level. 

Content: Dramatizes the need for and ej^ments in a business plan as a 
management tool for successful business operation. Malogue I9 mostly 
between the two main characters: Joe Duval, an appliance store owner, 
whose business is declining because he hasn't done any planning^ or -kept 
up with changes; and Frank McDuff, Joe's brother-in-law, a service 
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writer In an automobile agency. The story opens In Joe*8 office. 
Frank tells Joe he has finished two years of small business training 
In night classes and Is planning to open an automoblle\ service shop. 
He shows Joe his business plan and enthusiastically tells why It is 
Important. Joe Is at first derisive,, but lattr admits his own business 
Is falling. Further discussion reveals that lack of planning has been 
-key factor In the decline of the business. Frank's tathusiasm, well- 

inded reasons for planning, and factual presentation of the main 
fomts In a business plan convince Joe, he too, needs a plan. 
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* * * 

UNIT B FINAHCIAL MANAGEMENT 



*■ Sources 

V 

Annual Statement Studlcs t Philadelphia: The Robert Morris Associates. 




(Available from Robert Morris Associates, Philadelphia National Bank 
Building, Philadelphia, PA 19107) 

Bank Manage nent Conmlsslon. ' Individual or Corporation Financial Statement . 
American Bankers Association, Form No. 11, 1950. 

Bank of America. San Francipco, CA 94137: Bank of America, P. 0. Box 37000. 

.• BeatlPg the Cash Crisis . Small Business Reporter Series*, 1975. 

• Cash Flow Bank Management . Small Jusiness Reporter Series, 1977. 

r ' 

Dun & Bradstreet, Inc. Key Business Ratios . New York: Dun & Bradstreet, 
Inc. (99 Church Street, New York, NY i0007). 

Individual Financial Statement . Kalamazoo, MI: Doubleday iiors. & Co. 

Klatt, L. A. Smal l Business Management: , Essentials of Entrepreneurship , 
Belmont, CA: ^adsworth Publishing Co., 1973. 

Mv^rarlane, W. N^ Principles of Smaxl Business Management . New York: 
McGraw-Hill Book Co., 1977. 

Nelsotit R. E., Leach, J. A., and Scanlan, T. J. Ownink and Operating a 
Sma ll Business . Springfield, IL: State Board of Education, Illinois 
Office of Education, 1976. 

Small Business Administration. Washington, D.C.: Government Printing 
Office. 



• Budggting in a Small Service Firm . Small Marketers Aid No. 146, 1973. 

• Business Plan for Small Service Firms . Small Marketers Aid No. 153, 
1974. 



• Bu slnosa Jglan f^t Small Construction Firms . Management Aid No. 221, 

1974. ~ 
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. Business Plan for Small Manufacturers . Management Aid No. 218, 1973. 

, . Business Plan for Retailers . Small Marketers Aid No. 150, 1972. 

Cash Flow in a Small Plant , Management Aid No. 229, 1976. 

^ • ^ Financial Management . Small Business Bibliographies No. 87, 1976. 

1. Guides for Profit Planning . 1975. 

. A Handbook of Small Business Finance . 

Stelnhoff, D. Small Business Management . New York: McGraw-Hill Book 
Company, 1975. 

"Understanding Financial Statements," Small Business Reporter . Bank of 
America, Vol. 7, No. 11, 1971.. 



Films 

"The Heartbeat of Business" (14 min., sd., color, 16 mm) Available for 

purchase or rental from Sales Branch, National Audio-visual Center — GSA 
Washington, D.C. 20406. Phone (301) 763-1854. 

Exploration Level. 

Content: Emphasizes the importance of financial management. The film 
opens with the owner of a building supply firm being taken to the 
hospital following a heart attack and being visited by the owner of a 
remodeling and home repair business. Through conversations between the 
two and by flashbacks of some episodes in the business affairs of the 
building supply firm, some examples of good - and bad - financial 
management are dramatized. The owner of the remodeling and home repair 
firm, realizing the Importance of financial management, took steps to 
learn about and practice approved methods and in three years, has built 
a profitable business. The building supply business was in bad finan- 
cial shape at the time of the owner's heart attack. Conversations 
between the two and the review of some of the owner's notes from a 
financial management course, convince the building supply owner of the 
need to improve the firm's financial practices. 



UNIT C KEEPING THE BUSINESS RECORDS 



Sources 

Bank of America. Small Business Reporter Series . "Avoiding Management 
Pitfalls.'' 1973;: 

Bank of America. Small Business Reporter Series . "Slips to Starting a 
Small Business," 1976. 

"Checking Out Tomorrow," Time . February 2t, 1978. " 

Nelson, R. E., Leach, J. A., and Scanlon, T. J. Owning and Operating a 
Small Business. Springfield, IL: State Board of Education, Illinois 
Office of Education, 1976. 

Small Business Administration. Washington, D.C.: Government Printing 
Office. 

Financial Recordkeeping for Small Stores . 1976. 

"Keeping Records In Small Business ." Small Marketing Aid No. 155, 197A. 

Recordkee ping Systems. Small Store and Service Trade . Small Business 
Bibliography No. 155, 1973. 

• Starting Wd Managing a Small Business of Your Ow n. 3rd Edition, 

Starting anif Managing Series No. 1, 1973. 

Stelnhoff, D. Small Business Management Fundamentals . New York: McGraw- 
Hill Book CoTT 197A. 



Films 

"The Language of Business" (14 min. 50 sec, sd., color, 16 mm) Available 
for sale or rental from Sales Branch, National Audio-visual Center— QSA, 
Washington, D.C. 20406. Phone (301) 763-1854. 

Exploration Level. 



Content: The story line is drawn frcjm the dramatic situation of a 
fairly successful small businessperson who is popdering a big decision: 



play it safe, and continue to operate one radio/TV retail and service 
shop, or take the risk of opening a second store in a ne^' shopping 
center. Faced with making this decision, the firm's ovmer checks the 
firm's records for help, but finds them confusing. Inability to 
interpret the facta and Information frustrates the owner to the point 
of making a late-night call for help to an accountant. Together, they 
analyze the records. The accountant points out problems and areas in 
need of adjustment, drawing upon experiences with other business- 
persons to illustrate danger areas. Bit by bit, a new respect for 
records develops as the owner realizes their value in managing the 
business. 



UNIT D MARKETING MANAGEMENT 



Sources 

"A Little Company That Could," Forbes . November 15, 1977. 

Bank of America. Advertising . Small Business Reporter Series, Volume 13, 
iio, 8, 1976. 

Baty, G. B. Entrepreneurship - Play to Win . Res ton, VA: Reston Publishing 
Company, Inc., 1974. 

Baumback, C. M. , Lawyer, K., and Kelley, P. C. How to Organize and Operate 
a Small Business . Fifth Edition, Englewood Cliffs, NJ: Prentice-Hall » 
^ 1973. 

"Checking Out Tomorrow," Time , February 20, 1978. 

Committer of Definitions. Marketing Definitions . Chicago: American Market- 
ing Association, 1960. 

Cook, J. "Carl Southelmer's Better Mousetrap," Forbes , March 6, 1978. 

Corbman, B. P. and Krieger, M. Mathematics of Retail Merchandising , Second 
Edition, New York: The Ronald Press Company, 1972. 

Coylo, J. "Scanning Lights Up a Dark World for Grocers," Fortune . 
March 27, 1978. " 

"Daring to Start Your Own Business," Changing Times . The Kiplinger Magazine . 
June 1977. 

Duncan, D. J., Phillips, C. F., and Hollander, S. C. Modern Retailing 
M anagement. Basic Concepts, and Practices , Eighth Edition, Homewood, 
ILj Richard D. Irwin, Inc., 1972. 

Ertel, K. A. Wholesaling. New York: McGraw-Hill Book Co., Gregg Division, 



Gillfspie, K. R. and Hecht, J. C. R etail Business Management . Second 
Edition, New York: McGraw-Hill Book Company, 1977. 

Glos» R. E. and Baker, H. A. Business; It's Nature and Environment . 



Seventh kdition, Cincinnati: ^South-Western Publishing Co. , 1972. 

Hailes, W. D. , Jr. and Hubbard, R. T. S mall Business Mana2ement . Albany, 
NY; Delmar Publisher.8, 1977. 

Harabreck, G. "Pizzeria on Wheels Friendly Outfit," The Columbus Dispatch . ' 
June 26,, 1977, p. B-1. *7~^ 

MacFarlane, Y. N. Principles of Small Business Management . New York; 
McGraw-Hill Book Company, 1977. 

Nelson, R. E. , Leach, J. A. and Scanlan, T. J. Owning and Operating a Small 
Business-Strategies for Teaching Small Business Ownership and Manage - 
ment . Urbana-Champaign; The University of Illinois, 1976. 

O'Dell, W. F. , Ruppel, A. C, and Trent, R. H. Marketing Decision Making; 
Analysis Framework and Cases . Cincinnati: South-Western Publishing 
Company, 1976. 

"Panacea, Placebo, Nostrum, Amen," Forbes, October 1^, 1977, pp. 83^90. 

Petrof, J. v., Carusone, P. A., and McDavid, J. E. Small Business Manage - 
ment: Concepts and Techniques for Improving Decisions . New York: 
McGraw-Hill Book Company, 1972. 7/ 

Pickle, H. B. and Abrahamson, R. L. S mall Business Ma^a^emen t. Santa 
Barbara: John Wiley and Sons, Inc., 1976. 

Shllt, B, A., Everard, K. E. and Johns, J. M. ^sineas Principles and 
Management . Sixth Edition, Cincinnati: South-Western Pablishlng Co.. 
1973. 

Sloan, A. "By Thinking Pink, Bank Stays in Black," Detroit Free Press . 
November 13, 1977, pp. B-2 and B-7. 

Small Business Administration. Washington, D.C.: Povernment Printing 
Office. 

Analyzing Your Cost of Marketing . 1975. 

« 

Are Your Products and Channels Produ cing Sales?, Management Aid 
No. 203, 1975. 

. Inventory Management , 197S. 

. Knoylng Youf Image . 19/5. 

• Management Audlc for Manjfa^ turers. Small BimineHs Management Sfries 

No. 29, 1977, pp. 18-19. 
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* Managemen t Audit for Small Retailers . Small Business Management Series 
No. 31. 



. Management Audit for Small Service Firms . Snwll Business Kanageroent 

Scries No. 38, 1976. 

• Managing for Profits . Nonserles Publication, 1968. 

• Marketing Planning Guidelines . 1975. 

. Merchandising Control . Topic 21. 

. A Pricing Checklist for Managers . Small Marketers Aid No. ,105, 1975. 

• Startin g and Managing a Small Business of Your Own . Starting and 

Managing Series No. 1, Third Edition, 1973. 

• Stock Controls for Small Stores . Small Marketers Aid No. 123, 1970. 

> 

• What Is the Best Sailing Price? . Management Aid No. 193, 1975. 

"Small B-jsinesses You Can Start on $6,000 and Up," Changing Times . The 
KlpUnger Magazine . August 1977, p. 40. 

"Someone's In the Kitchen Besides the Entenmanns," Forbes . March 15, 1977, 
pp. 48-52. 

U.S. Defense Department. How to Buy Surplus Personal Property . 
Washington, D.C.: Government Printing Office. 

Voss, R. "Chef 8, Build. Business Around Custom-Baked Bread." The Cincinnati 
Enquirer . January 1, 1978, p. D-1. 

Wingate, J. W. and Nolan, C. A. Fundamentals of Selling . Ninth Edition, 
Cincinnati: South-Western. Publishing Co., 1969. 

<» 

Films 

All films available for purchase or rental from Sales Branch, National 

Audlo-vleual Center— GSA, Washington, D.C. 20406. Phone (301)- 763-1854. 

Exposure Level. 

"Marketing for Profit" (18 min. 10 sec, sd., co >r, 16 mm) 

Content: Dramatizes the importance and relationship of marketing to 
the total business plan and the firm's profit goal. Identifies five 
vital elements of marketing: product, place, price, people, and 
promotion. Coordinating and directing these elements is the marketing 



plan. Each of the elements of the plan are discussed and illustrated 
in turn. 

"The Advertising Questioh" (13 min. 50 sec, sd., color, 16 mm) 

Content: Designed to correct some of the misconceptions and change 
some of the attitudes which many small businesspersons display toward 
advertising. It begins with the introduction of a new small business- 
person about to open a drugstore, hoping to get by without much 
advertising other than point-of-sale advertisings A newspaper owner 
raises the question, "Ho^Sr are you going to get custcners into the 
' store?" The values and techniques of advertising are developed in a 
discussion between the druggist and newspaper owner, and some business 
examples are shown 6o emphasize pertinent points. 

"Opportunities Unlimited" (15 min.) 

^ « 

Content: Bob Wilson (the Barbecue King) tells the story of his success 
in exporting barbecue equipment to several foreign countries and 
explains the various kinds of help in getting into the export market 
av,'/lable from the Small Business Administration and the. U.S. Department 

of •'Joi'wr<?rce. 

"Help at Hand" (20 min.) | 

Content: Through narration ind dramatisation of the experiences of 
three small manufacturers, this film explains SBA'e procurement 
assistance program. 

Exploration Level. 

"A Step in the Right Direction" (12 min. 18 sec.) 

Content: Through discussions between Ralph Brown and Harry Newman 
(tnen*s clothing store competitors) and flashbacks to some of Ralph's 
problems and accomplishments in di^veloping successful control pro- 
cedures, the film dramatizes the importance of merchandise control in 
retail stores and illi^trates some effective control systems and 
techniques. 

"The Calendar Game" (13^ min., sd., color, 16 mm) 

Content? Emphasizes the need for advertising, planning, and budgeting 
by small retail and service businesses. The film begins in the office^ 
of the owner of a dj-yc leaning shop telling a business friend about 
aiming promotions to reach, at specific times, customers who are most 
likely to be ready for the service and explaining the method of choosing 
media and directing advertising. In a friendly give-and-take discussion, 
the two touch upon budgeting, timing, choice of media, and plans for 
specific promotions. 



The Seventh Chair" (12^ mln., sd., color, 16 mm) 



Content: The film opens in a conference room where five small bu8in<%88 
owners arc meeting'°with the credit manager of a latge department store 
who acts as a moderator. The five small business owners are a food 
caterer, a lumber dealer, a druggist, a haberdasher, and a florist 
Each has credit and collection problems which arsi-Piresented in the 
round-table conversation br in flashbacks to the pla^^ of business. 
Throughout the meeting, one chair is empty. At the eni of the film, 
the moderator faces the film audience and says, "This seventh chair is 
reserved for you. What would you ' say if you were sitting here?" ^ 

'Buying and Selling in International Markets" (11 min.) 

ContentJ A film produced by Pan American World Airway© to illustrate, 
through successful cases, how its World Wide Marketing Service helps 
businesspersons get into the export market. 

'The Follow-Up" (13 min., sd., color, 16 ram) 

Content: Illustrates the value of following up on advertisements and 
promotions. Action takes place in an appliance sales/repair shop 
owned by two partners. When the story opens, one partner isn't much 
impressed with the other's strong belief in follow-up as a way to 
develop additional business and as a guide to future promotions. 
Further discussion between the two, together with illustrations of,' 
following up on a radio commercial, solicitating customers* reactions 
to store layouts and point-of-sale ads, and getting business associates' 
opinions of ads used or planned, bring out many of the factors to 
consider in advertising/sales promotion follow-up. 

Variations on a Theme" (13*6 min., sd., color, 16 ram) 

Content: Calls attention to some of the important steps in planning a 
sales event. The action takes place In a women's ready-to-wear shop. 
In the opening scene, the proprietor la announcing to employees a 
special store event - the store's twentieth anniversary sale - and 
inviting all of them to help plan it. Conflict is provided by the 
cashier, who iS rather scornful of the idea of advertising and promo- 
tion themes. In resolving this conflict, the proprietor points out 
many of the factors involved in Implementing a successful sales event. 
Subsequent meetings with all store personnel further illustrates step- 
by-step preparations for the anniversary sale. 



UNITE SUCCESSFUL SELLING 



Sources 

Alex/iinder, R. S. et al. Marketing Definitions . American Karketing Associa- 
tion, 1963. 

Baty, B. Entreprenuershlp; Playing to Win . Reston, VA: Reston Pul^lishing 
Company, Inc., 1974. 

Baumback, C. M. , Lawyer, K. and Kelly, P. C. How to Own and Operate a Small 
Business , Sth Ed., Englewood Cliffs, NJ: Prentice Hall, Inc., 1973. 

Bodle, Y. and Corey, J. A. Retail Selling , 2nd Ed., New York: Gregg 
Division/McGraw-Hill Book Company, 1977. 

Broom, N. N. and Longenecker, J. G.u Small Business Management , Cincinnati: 
South-Western Publishing Co., 1975. 

Duncan* D. J., Phillips, C. T,, and Hollander, S. C. Modern Retailing 
Management; Basic Concepts and Practices , Sth Ed., Homewood, IL: 
Richard D. Irwin, Inc., 1972. 

■ 

Ernest, J. W. Creative Selling , New York: Gregg Division/McGraw-Hill Book 
Company, 1971. 

Fox, E. and Vnieatley, E. Modern Marketing , Glenvlew: Scott, Foresmen, 1978. 

Gillespie, K. R. and Hecht, J. C. Retail Business Management . 2nd Ed., 
New York: Mc(Jraw-Hill Book Company, 1977. 

Cuarino, Sam. rele-Techniques Mean Business , Cleveland Heights, OH: 
Cleveland Heights High School, 1970. 

Hailfs. W. D. and Hubbard, R. T. Small Business Managanent , Albany, NY: 
Delmar Publishers, 1977. 

Mauser, F. F. Salesmanship: A Contemporary Approach , New York: Harcourt 
Brace Jovanovlch, Inc., 1973. 

Pickle, H. B. and Abrahmson, R. L. Small Business Management , Santa Barbara: 
John Wiley and Sons, Inc., 1976. 



* 

"SeH-Eyaluatlon Test for Strengthening Your Selling Skill," Bureau of 
Business Practice, National Sales Development Institute. Waterford, 

Small Business Administration. Washington, D.C.; Government Printing 
Office. ** 

• Is the I ndependent Sales Agent for You? . 1975. 

— Management Audit for Small Retailers . Management Series No. "^9, 1971. 

Management to Sell . 1974. 

• Measurin g the Performance of Salesmen . 1975. 

• Selling t o the U.S. Government . 1975. 

• Tips on Selecting Salesmen . 1976. 

Why Customers Buy and Whv They Don't . 1974. 

Warmek, R. F., Palmer, G. D., and Nolan. C. A. Marketing In Action . 8th Ed. 
Cincinnati: South-Western Publishing Co. , 1976. 

Weirauch, B. "Self-Analysis for Salesmen," Sales Managemen t Guide, Dartnell 
Corporation, 1973. 



Win^te, I. B., Gillespie, K. R. , and Mllgrom, B. G. Know Your Merchandise 
IPg Retailers and Consumers, New York: Gregg and Community College 
Divla ion/McGraw-Hill Book Company, 1975. 

Wlngate, J. W. and Nolan, C. A. Fundamentals of Selling . (9th Ed.) 
Cincinnati, OH: South-Western Publishing Co., 1969. * 

Wlngate, J. W. and Samson, H. E. Retail Merchandising . 4th Ed., 
Cincinnati, OH: South-Western Publishing Co., 1975. 

Films 

Available for purchase or rental from Sales Branch, National Audio-visual 
Center— GSA, Washington, D.C. 20406. Phone <301) 763-1854. 

"You and Your Customers" (14 mln.) 
Exploration Level. 

Content: Dramatically presents situations which small retailers may 
encounter involving customer relations. Stimulates audience involve- 
ment by providing opportunities to stop the film for discussion 



following some of the more detailed situations and then showing 
"possible solutions" or alternative ways of handling the se situations. 



•The Professional" (30 min.) 
Exploration Level. 

Content: A dramatic film which builds pride in the job of a sales- 
p(>rnun and shows what salespeople must do to be truly professional in 
tholr field. Van Johnson and Forrest Tucker team up in this moving 
story of a salesperson searching for the principles that will put him 
at the top of this profession. The salesperson in the film discovers 
those principles and masters the key concepts of really effective* 
result-getting selling. 
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UNIT MANAGING HUMAN RESOURCES 
Sources 

Cook, S. H. "A Fresh Look At The Basics," Management World , Febi^uary 1977 
pp. 10-U. 

Small Business Administration. Washington, D.C.: Government Printing 
Office. • 

^. A n Employee Suggestion System For Small Companies . Small Business' 

Management Series, No. 1. 

„. Arbitration; Peacemaker In Small Business . Small Marketers Aid 

Np. 135. 

♦ Are Your Salespeople Missing Opport:unltles? . Small Marketers Aid . 
No. 95. . ' 

' Checklist For Developing A Trainlrig Program . Management Aid No. 186. 

. Developing A List of Prospects . Management Aid No. 188. 

• Easy To Make Flip Charts Provide Selling Tools , ttenagement Aid 

No. 167. 

• Finding And Hiring The Right Employee . Small Marketers Aid No. 106. 

• Health Maintenance Programs For Small Business , Small Business 

Mcinagement Series No. 16 (Second Edition). 

' Hiring The Right Man , Small Marketers Aid No. 136. 

• Ho w To Find A Likely Successor . Management Aid No. 198. 

< Is Th e Indep endent Sales Agent For You? . Management Aid.^^o. 200. 

• Matc hit.B T he Appl icant To The Job . Management Aid No. 185. 

' Moaaur ing Tht' Performance of Salesmen . Management Aid No. 190. 
• Pt-'r& onucl Management . Small^Buslness Bibliography No. 72. 



• Pointers Ori Preparing An Employee Handbook . Management Aid For Small 

Manufacturers No. 197. 

PrevWtlng Accident In Small Stores . Small Marketers Aid No. 104. 

. . Selecting Employee Boneflt Plans , Management Aid For Small Manufac- 
turers No. 213. ^ 

» Setting Pay For Your Management Jobs . Management Aid No. 195. 

Tlpg^'On Selecting Salesmen . Management Aid No. 196. 

•• ■ i 

Films 

Available for purchase or rental from Sales Branch, National Audio-visual 
Center— GSA, Washington, D.C. 20406. Phone (301) 763-1854. 

"Anything is Possible - With Training" (13*5 mln., sd., color, 16 mm) 

Exploration Level. 

Content: Examples of successful employee training in a telephone 
answering service, a boat yarcl^^ha^a newspaper office convince a , 
woman planning to open a restaurant that employee tr^ilnlng is essential 
to business success. 

"The Mim or Woman for the Job'' (14 min., sd, , color, 16 mm) 

Exploration Level. 

Content; Points out the importance of effective recruitment and 
selection procedures through the experiences of a small print shop 
owner who learned the 'hard way that such procedures are necessary. 
Brief vignettes of other types of business reflect various sources 
of employees. 



UNIT G COMMUNITY RELATIONS 



Sources 



Small Business Administration, Profitable Community Relations for Small 
Business , Small Business Management Series No. 27, Washington, D.C.: 
Government Printing Office, 1961. 



Films 

"You and Your Customers" (13*5 min., sd., color, 16 mm) Available for 

purchase or rental from Sales Branch, National Audio-visual Center— GSA, 
Washington, D.C. 20406. Phone (301) 763-1854. 

Exploration Level. 

Content: DraroaticaUy presents situations which small retailers may 
encounter involving customer relations. Stimulates audience involve- 
ment by providing opoortunity to st^p film for discussion following 
some of the more Involved situations, then presenting "possible 
solutions" to the problems presented on the screetj. 
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UNIT H 



BUSINESS PROTECTION 



Sources 



Abramson, M. "Chasing the Inside Outlaws," TWA Ambassador , Vol. 10, No. 12, 
December 1977. 

Curtis, B. Security Control; External Theft Security Control; Internal 
Theft , New York: Chain Store Publishing Company, 1973. 

Green, G. and Farber, P C. Introduction to Security , Los Angeles, CA: 
Security World Publishing Company, 1976. 

Hemphill, C. F. Security for^ Business and Industry . Homewood, IL: Dow 
Jones-Irwin, Inc., 1971. 

Hughes, M. M. (editor) Successful Retail Security , Los Angelas, CA: 
Security World Publishing Company, 1976. \ 



Jaspen, N. Mind Your Own Business . Englewoad Cliffs, NJ: Prentice-Hall, 
Inc., 197A. 

McCall, S. Small Business Reporter: Crime Prevention For Small Business , 
San Francisco, CA: Bank of America, 1975. 

Small Business Administration Publications. Washington, D.C.: Government 
Printing Office. 

. Preventing ? rgJ ^ry and Robbery Loss , Small Marketers Aid No. 134, 



. Preventing E. loyee Pilferage , Management Aid No. 209. 

. Preventing Embezzlement , Small Marketers Aid No. 151, 1973. 

. Preventing Retail Theft , Small Marketers Aid No. 119, 1971. 

Small Bu siness Reporter , Bank of America, 1976. 

Weber, T, L. Alarm Systems a nd Theft Prevention , Los Angeles, CA: Security 
World Publishing Company, 1973. 




1974. 



Films 



Avallablfi for purchase or rental from Sales Branch, National Audio-visual 
Conter— GSA, Washington, D.C. 20A06. Phone (301) 763-1854. 

KxpOfture Level. 

"Burglary Is Vour Business" (15 min. , sd.. color, 16 mm) 

Content: Through an investigation by a police department detective 
following a burglary at a home j:urnishing/appl lance store and the 
detective's conversation with the store owners, the film points out 
security measures which retailers should take to prevent burglaries. 

"The Shoplifter" (20 min., sd., color, 16 nan) 

Content: Illustrates techniques used by amateur and professional shop- 
1 lifters. The film points out the alarming fact that one of every sixty 
. customers will try to steal and suggests ways of preventing much of this 
stealing. A convicted shoplifter demonstrates stealing methods under 
actual conditions and explains how alert and informed employees could 
have prevented the thefts. 

Exploration Level. 

"They're Out To Get You" (12?5min., sd., color, 16 mijj) 

Content: The main character in this film is Ralph Massey, a professional 
shoplifter. Ralph is in Jail, but he's making plans to continue his 
"trade" when released. Through conversations with his c*llmate and 
flashbacks to some of his shoplifting episodes, Ralph shows how shop- 
lifters operate and, indirectly, points out preventive measures small 
business persons can take to limit shoplifting in their stores. 

"It Can Happen To You" (15 min.; sd., color, 16 mm) 

Content: Outlines the experience of Jack Norton, a hardware score owner. 
In cooperating with a police lieutenant to get the facts about an 
employee pilferage j>roblem. The police lieutenant points out situations 
and procedures whTch encourage pilferage and shows how to remedy these 
matters. 

Preparation/Adaptation Level. 

•'The Insldo Story" (15 min., sd. , color, 16 mm) 

Content: Through conversations and activities of Sam Mattlson, owner of 
a small manufacturing plant, and his security man, Vine Clark, the film 
illustrates steps which can be taken to limit or prevent pilferage by 
plant employees. Though Sam Is vehement about not wanting to suspect 



any of his employees, facts reveal that an old, trusted employee has 
been pilfering for yeais. 

'The Paperhangers" (31 mln., sd., color, 16 mm) 

Content: The nation's most expensive and popular crime - check^ fraud - 
\ls explored in this film, whlcfi is directed to buslnesspersons and 
t^eir employees. The film shows how most bad check passers - or 
"p'l^perhangers" as they are known In police circles - can be stopped In 
the^r tracks by an efficient checkcashlng procedure. Such a procedure 
is shown in detail, along with guidelines for carrying it out. Two 
former "paperhangers" discuss the most common errors made by business 
peopld^and show techniques frequently used for passing bad checks. 

"Plant Pilferage** (32 min. , sd., color, 16 iron) 

Content: Directed to Industrial management, this comprehensive film 
covers a large loss to Industry - pilferage - which reduces profits 
by the staggering amount of one billion dollars every year. In this 
film, a visiting management group tours a plant where security measures 
are being taken. Each of the eight steps in a successful pilferage- 
protection program is demonstrated to them in a realiSstlc fashion. 
Apprehension of the thief, it is pointed out, is not the answer to 
pilferage. Prevention is the answer - prevention is not only the best, 
but. the easiest defence. . 



PART IV 
ADDITIONAL SOURCES 

r 

A 




A. U.S. GOVERNMENT PUBLICATIONS 
(Excluding SBA Publications)' 



The following selected titles of Federal publications are listed under ' 
the names of ipsuing agencies. Some are free; ctherti are for-sale publi- 
cations <^ 

Local offices of the Federal agencies listed in this section may have 
available for reference some; )f the selected publications. For additional 
titles check with the nearest field office of the <§overranent agency. (For 
locrl office addresses, look for the agency under U.S. Government in the 
telephone directory.) 

Many public libraries keep selected U.S. Govenimciit publications. 
Including listings of publications and directories of Federal agencies, 
available for reference through the Federal Depository Library System. 

Free publications: Order from issuing agency as described in the 
selected listing by giving the publication's title dnd series number (if 
stated). If the agency has no local office, request. the publication from 
. the address given in this Bibliography, 



GPD - Goverment Printing Office 

Government Printing Office identifies fhe for-sale publications. 
Order these from the Superintendent .of Documents, U.S. Government Printing 
Office, Washington, D.C. 20402. 

Give the publication's title, its series number (if stated), and name 
of Issuing agency. Enclose check or money order made payable to the 
Superintendent of Documents; remittance from foreign countries must be by 
international money order or draft on a U.S. bank. Documents Coupons (in 
units of 5c each - sold by GPO in sets of 20 for $1) also may be used. Cash 
may be sent at sender's risk. Postage stamps and foreign currency are not 
accepted. Prices are 1978 prices and are subject to change. 

Superintenden t of Documents (GPO) 

Superintendent of Documepts also issues a number of Price Lists (single 
copy, tree) on selpcteci Federal (for-sale) publications related to specific 
subjtctf. For a complete list of Price List subjects, request How to Keep 
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In Touch with U.S. Goverhffient Publications, free from GPO. Examples of 
titles which may be of interest to readers of this Bibliography are: 
Finance PL 28, Commerce PL 62, and Census PL 70. 



Department of Agriculture 
Washington, D.C. 20250 



For a list of other consumer publications or copies of some of the 
following publications, contact a Department of Agriculture field office 
or write to the address given. 

Consumers All . 1965 Yearbook. $2.75. GPO. 

Presents practical results of the Department's efforts to make the' 
lives of people healthier, happier, and more fulfilling. 

Consumers Quick Credit Guide . 5C. GPO. 

Managing Your Money . lOc. GPO. 

When You Use Credit . . . For The taraily . lOc. GPO. 



For copies of free publications and othet lists of publications, 
consult any of Commerce's field offices or write to the specific Bureau 
(see addresses given) . 

Survey of Current Business . Monthly. $9 a year, $1 a copy. 

Survey of Current Business (subscribers also receive weekly supplemonrs 
which are not sold separately) gives information on trends in Industry, the 
business situation, outlook, and other points pertinent to the business 
community. 



BDSA Publications List . Revised periodically. Free. 

List describes the statistical and business information publications, 
including national and international markets. 



Department of Commerce 
Washington, D.C. 20230 



Business and Defense Services Administration 




ERIC 



Business Service Checklist . Weekly. $2.50 a year. GPO. 

Lists news releases andNother materials of Interest to Industry and 
business which are published sy the Department and Defense Agencies. 



Bureau of the Census 
Washington, D.C. 20233 

For specific retail area ^statistics, request list of publications from 
the Census Bureau. 

Census of Business For 1967; Retail-Area Statistics - U.S. Summary . $ 2 . 

GPO. : 

Final figures from the 1967 Census of Retail Trade, ;|.ncludes statistical 
totals, for each region,. State, city, and standard metropolitan area - tabu- 
lated by type of establishment. 

Statistical Abstract of the United States 1969 . Issued annually. $5.75. 
GPO. 

The standard summary of National statistics, includes general consumer 
credit statistics. 



Board of Governors of the 
Federal Reserve System 
Washington, D.C. 20551 

Federal Rest^rve Bui let in . Monthly. $6 a year; 60c a copy. 

Order from (and make checks payable to) Board of Governors of the 
Fedpral Reserve System. Contains general business indicators in form of 
financial, commercial, and industrial statistics. Presents department 
store statistics (sales and inventories), consumer and wholesale prices, 
and income statistics. Examples of articles pertaining to consumer credit 
are: 

^^sumt^r In atallment Credit on pp. 457-469 of June 1968 issue. 

Changes in Time and Savings Deposits , Oct. 1968- Jan. 1969 on pp. 409-418 of 
May 1969 issue. 

B ui let In 

The Bulletin also has a list of Federal Reserve Board publications 
(for-Sulc and free) which include titles of montlily statistical reports 
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(issued on a pational basis an4 are free on request). Examples of these 
reports are: Consumer Ciedit, Consumer Credit at Consumer Finance Company., 
Consumer Installment Credit at Commerc-ial Banks, and Sales Finance' 
Companies* 

Consumer Credit Protection Act of 1968 , P.L. 90-321, Free. ^ 

. Tr u t h" In-Lend in ^ - Regulation Z - Annual) Percentage Rate Tables. Volume I. 
1969, $1. Available from F'ederal Reserve Board. 

What You Ou ^ht To Know About Truth-in-Lending (Federal Reserve P.cftulatlon Z) 
Consumer Credit Cost Disclosure . 1969. Free. 

Regulation Z implements the "Truth-in-Lending Law and this booklet 
describes the authority, scope, purpose, and requirements of the Regulation. 



Federal Trade Commission 
Washington, D.C. 20580 

Truth-in-Lending . 

Because the FTC has heen given the responsibility for enforcing 
Regulation it also distributes free the Federal Reserve Board publication 
Wliat You Ought to Know About Truth-in-Lending (for annotation, see FRS 
above) • 

Consumer Credit Protection Act (Truth- in-Lending Act)* Free. 

Here Is Your FTC . 1969. 20c. GPO. (Single copies free from FTC.) 

FTC List of Publications . Free. 

Includes trade practice rules for many industries. 
' News Summary . 

Issued irregularly. Free distribution on a continuing basis Is limited 
to business concerns, professional or consumer groups, and libraries. 
Reflects how laws and FTC regulations affect business practices, advertising, 
and sales promotion. 



Depar tmtfnt of Health, Kthn^ation and Wei fart' 

Bureau of Fedora 1 Credit Unions 
WashinKtun, L.C. 20230 

Federal j -r^^hj UnJon^ )\y 1 aw« , ^pvc Imrn Copy . 3 . CPO . 



Federal Credit Union Handbook . 70c. GPO. 

State-Chartered Credit Unions (FCU 560) 1966. Free. 

Twgnty-five Years of Better Living -Federal Credit Unions . Free. 



President's wjmnslttee on Consumer Interests 
Washington, D.C. 20506 

Conaumer Educati on - Bibliography . Prepared by the Yonkers (NY) Public 
Library for the Conmilttee. 1969. 65C. GPO. 

Lists publications and films In the field of consumer Interests. 



Department of the Treasury 
Internal Revenue Service 

Tax Guide for Small Business . Issued annually. 1970. -SLSc. GPO or local 
Internal Revenue Offices. 

Serves as a guide for the current year on Fc >ral tax problems; 
explains how the various Federal taxes apply to sole proprietorships, 
partnerships, and corporations. 
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B. SMALL BUSINESS ADMINISTXATION PUBLICATIONS 
FREE MANAGEMENT ASSISTANCE PUBLICATIONS 

April 1977 



To receive copies of the available publications listed contact your 
nearest SBA office. 



Management Aids Series 

These leaflets deal with functional problems In small manufacturing 
plants and concentrate on subjects of interest to administrative executives. 



Numbers Title 

170 The ABC's of Borrowing 

171 How t0 Write a Job Description 
17^ la Your Cash Supply Adequate? 

176 Financial Audits: A Tool for Better ^Management 

178 Effective Industrial Advertising for Small Plants 

179 Breaking the Barriers to Smalj Business Planning 

186 Checklist for Developing a Training Program 

187 Using Census Data in Small Plant Marketing 

188 Developing a List of Prospects 

189 Should You Make or Buy Components? 

190 Measuring the Performance of Salesmen 

191 Delegating Work and Responsibility 

192 Profile Your Customers to Expand Industrial Sales 

193 What Is the Best Selling Price? 

194 Marketing Planning Guidelines 

195 Setting Pay for Your Management Jobs 

J 97 Pointers on Preparing an Employee Handbook 

199 Expand Overseas Sales wi \ Conmierce Department Help 

200 Is the Independent Sales Agent for You? 

201 Locating or Relocating Your Business 

203 Are Your Products and Channels Producing Sales? 

204 Pointers on Negoticiting DOD Contracts 

205 Pointers on Using Temporary-Help Services 

206 Keep Pointed Toward Profit 

207 Polntersi on Scheduling Production 

208 Problems In Managing a Family-Owned Business 



Numbers Title 

209 Preventing Employee Pilferage 

211 Termination of DOD Contracts for the Government's Convenience 

^212 The Equipment Replacement Decision 

214 The Metric System and Small Business 

215 How To Prepare for a Pre-Award Survey 

216 Finding a New Product for Your Company 

217 Reducing Air Pollution in Industry 

218 Rainess Plan for Small Manufacturers 

219 Solid Waste Management in Industry 

220 Basic Budgets for Profit Planning 

221 Business Plan for Small Construction Firms 

222 ^ Business Life Insurance 

223 Incorporating a Small Business 

22A I ' Association Services for Small Business 

22^ Management Checklist for a Family business 

226 Pricing for Small Manufacturers 

227 Quality Control in Defense Production 

228 Inspection on Defense Contracts 

229 Cash Flow in a Small Plant 

230 Selling Products on Co^lgnment 

231 Selecting the Legal Structure for Your Business 



Small Marketers Series 

These leaflets provide suggestions and management guidelines for small 
retail, wholesale, and service firms. 



Numbers Title 

2S Are You Kidding Yourself About Your Profit$? 

71 Checklist for Going Into Business - 

105 A Pricing Checklist for Managers ^ 

110 Controlling Ca.^h in Small Retail and Service Firmer 

111 Interior Hlsplay: A Way To Increase Sales 
113 Quality and T.-^ste as Sales Appeals 

'116 How To Select a Ri^sldent Buying Office 

11'^ Legal Services for Small Retail and Service Firms 

> Preventing Retail Theft 

Measuring the Results of Advertising 
Stork Control lor Small Stores 
124 Knowing!, Y(>ur Inuigt- 

126 ArrmnUinv» St^rvices lor Small Service Firms 

Six Metliods for Sucress in a Small Store 
•-•S BuiUlinK ('nstonu'r Coat Idenre in Your Serviet* Sf\op 

129 Hedtu-iii^; Shoj^litf. in^ Lossc\s 

1 H) Analv/.t^ Yonr Recortls to Hedueo Costs 



Numbt^rK Title " 

132 The Federal Wage-Hour Law in Small Firms 

133 Can You Afford Delivery Service? 

f3A Preventing Burglary and Robbery Loss 

.'35 Arbitration: Ptac^-Maker in Small Business 

13; Outwitting Bad Check Passers 

, 138 Sweeping Profit Out the Back Door 

139 Understanding Truth-in-Lending 

^♦O Profit By Your Wolesalera' Services 

Ul Danger Signals in a Small Store 

U2 Steps in Meeting Your Tax Obligations 

U3 Factors- in Considering a Shopping Center Location 

Getting the Facts for Income Tax Reporting 

U") • Personal Qualities Needed to Manage a Store 

1^6 Budgeting in a Small Service Firm 

1*^7 Sound Cash Management and Borrowing 

U8 Insurance Checklist for Small Business 

l^>9 Computers for Small Business - Service Bureau or Time Sharing? 

150 Business Plan for Retailers 

15' Preventing Embezzlement 

152 Using a Traffic Study To Select a Retail Site 

153 Business Plan for Small Service Firms 

15A Using Census Data to Select a Store Site' 

135 .Keeping Records in Small Business 

156 Marketing Checklist for Small Retailers 

157 Kfflciopt Lighting in Small Stores 

15M A Pricing Checklist for Small Retailers 

15'> Improving Personal Selling In Small Retail Stores 

\M) Advertising Guidelines for Small Retail Firms 

If^l Signs and Your Buf^^^ness 



Small Business Bibliographies 

THcsf loafk'Ls furnish reference sources for individual types of 
bus 1 tU'sscH . 

Ntimht-rs Title 

I Handicrafts 

Hotm- Bllsln(^sses 
i St'l 1 in>^ by Mall Order 

Mai ki't ing Rusearch Procedures 
10 Retailing 

1'' Statistics and Maps for National Markey Analysis 

1' National Directories for Use in Marketing 

1'' The Ntirst'rv Business 

' • Rocordkcoping Systems - Small Store and Service Trade 
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Nurobfirs Title 

18 Basic Library Reference Sources 

20 Advertising - Retail Store 

24 Food *S tores 

29 Watlonal Malllng-^Llst Houses 

31 Retail Credit and Collect loivs 

33 " Drugstores 

37 Buying for Retail Stores 

' 41 Mobile- Homes. Parks ^ 

42 Bookstores 

50 Apparel ^and Accessories for Women, Misses, and Children 

51 Trucking and Cartage 
53 Hobby Shops 

55 Wholesaling 

56 Training Commercial Salesmen 
58 Automation for Small Offices 

64 Photographic Dealers and Studios 

66 Motels 

67 Manufacturers' Sales Representative 
69 Machine Shop - Job Type 

72 Personnel Management 

7.5 Inventory Management 

" ^7 Tourism and Outdoor Recreation 

78 Recreation Vehicles 

79 Small Store Planning and Design 

80 Data Processing for Small Businesses 

85 Purchasing for Owners of Small Plants 

86 . Training for Small Business 

87 Financial Management 

88 Manufacturing Management 

89 Marketing for Small Business 



For-Sale Booklets 

The management assistance booklets on this list are pabllshsd by the 
Snwill HuKlnoKs AdmlnlKtrat Ion and art- said by tho Super lnlt»ndent of 
'?S'riy">'.!»A'?» .U5>1 ''y H'^* Small IhmlnoftH AdmlnlflLratlon. 



HOW TO ORDER 'from the SUPERINTENDENT OF DOCUMENTS: Order the publica- 
tions by stock number and title. Send with your check, or money order 
to the Superintendent of Documentation, Government Printing Office, 
Washington, D.C. 20402. Make check or money order payable to the 
Superintendent of Documents. Do not send postage stamps or cash. These 
booklets are NOT SOLD by the Small Business Administration. Prices 
subject to change *?ithout notice. 



Small Business Management Series 

The booklets In this series provide discussions of special management 
problems in small companies. 



No. 



1. - 



3. - 



An Employe e Sug gestion 
Syst em for Small Companies 
Explains the basic princi- 
ples for starting and 
operating a suggestion 
system. It also warns of 
vnrlous pitfalls and gives 
examples of suggestion 
submitted by employees. 

Huma n Relat i ons in Small 

B usine ss 
Discusses human relations 
as the sub ject I." olvv'S 
finding and selec!^.]'> 
employees, developing 
them* and motivating their.o 



Stock No. 



045-000-00020-6 



Pages 
18 



Price 



$0.45 



045-000-00036-2 



38 



1.60 
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No. 



Stock No. 



Pages 



Price 



4. - Improving Material 

Handling In Small 

Business 
A discussion of the 
basics of the material 
handling function, the 
method of layout 
workplaces, and other 
factors tb setting up 
an efficient system; 

7. - Better Communication^ 
In Small Business 
Designed to help smaller 
manufacturers help them- 
selves in vJlfflilng cooper- 
ation by means of more 
skillful communications. 
It also seeks to explain 
how communications within 
the firm can improve 
operating efficiency and 
competitive strength. 

9.^ - Cost Accounting for Small 
Manufacturers 
Stresses the Importance 
of determining and re- 
cording costs accurately. 
Designed for small manu- 
facturers and their 
accountants • Diagrams , 
flow charts, and illustra- 
tions are Included to make 
the material easier to use. 

15. - Handbook of Small 
Busine ss F inan e e 
Written for the small 
businessman who wants to 
Improve his financial- 
management skillfi. Indi- 
cates the major areas of 
finmclal management and 
dt^scribes a few of the 
many techniques that can 
help the small businessman. 



045-000-000A1-9 $0.75 



045-000-00102-4 



37 



0.75 



045-000-00115-6 



163 



I. 60 



045-0' 3-00139-3 



63 



0.75 
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No, 
20. 



21 J - 



22. - 



2S. - 



Ratio ann lysis Is the 
proct'ss of determining 
t he rc'lat ionshlps be- 
tween certnln ffnanclal 
or operatlnR data of a 
buslneBB to provide a 
has is for managerial 
control. The purpose 
of the booklet is to 
help the ownei:7raanap,er 
In detecting favorable 
or unfavorable trends 
In his business 

Prof ltablve Small Plant 
Laj^ut 

Help for the small busi- 
ness owner who is In the 
predicament of rising 
costs on finished goods, 
decreasing net profits, 
and lowered production 
because of the lack of 
economical and orderly 
movement oi production 
materials from one pro- 
„ceHs to another through- 
out the shop. 

Prac_tical BusjjieHS_UBe__of 

Governmen t Statis^ijzs 
Illustrates some practical 
use of Federal Government 
statistics, discusses what 
can be done with them, and 
describes major reference 
sources, 

Cujdes for Pi^lt_Plarmljig 
Guides for computing and 
tiHing the break-even point, 
the level of gross profit, 
and the rate of return on 
Investment. Designed for 
readers who have no special- 
ized training in accoup ng 
and economics. 



Stock No. 
OA 5-000-00 150-4 



Pages 
65 



Price 



$1.80 



■a 



OA 5-000-0002 9-0 



48 



P 

0.80 



045-000-00131-8 



28 



0.55 



045-000-00137-/ 



59 



0.85 
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No. 
26. 



27. 



•1 



- Personnel Management 
Guides for Small Business 
An introduction to the 
various aspects of per- 
sonnel, management as they 
apply to small firms • 

Profita ble Commun ity 
Relations for Small 
Business 

Practical information on 
how to build and maintain 
sound community relations 
by participation in 
community affairs. 



28. - Small Bus iness and 

jl^Ygj^Il^Ilt and 
Development 
An introduction for owners 
of small research' and 
development firms that 
seek Government R and D 
contracts. Includes a 
discussion of the pro- 
cedures necessary to 
locate and interest Govern- 
ment markets. 



StQ(^k No. 
OA5-000-00126-1 



Pages Price 
79 $1.10 



0A5-00O-00O33-8 



36 



0.70 



29. - Management Audit fo] 

Small Manufac turers! 
A series of questions 
' which will indicate 

whether the owner-manager 
of a small manufacturing 
plant is planning, organ- 
izing, directing, and 
coordinating his business 
activities efficiently. 

30. - Insurance anct R isk Manag e- 

ment for Smal l Business 
A discusslt)n of what insur- 
ance is, tho necessity of 
obtaining professional 
advice on buying Insuranc^e, 
and the* main types of in-' 
surance a small business 
may need. 



OA 5-000-00 130-0 



41 



0*75 



045-000-00035-A 



58 



0.75 



OA 5-000-00037-1 



72 



1,90 
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31. 



32. - 



33. - 



35. - 



Ma Qg^g^^^n t Aud 1 1 f or 

DvHigned to, rntn»t the needs 
of the owner-^tnanager uf a 
Binall retail enterprise^ 
149 questions guide the 
owner-manager in an examina- 
tion of hinself and his 
business operation. 

t-^Jl jLH c j jlL Rgc- k eep Ing 

for Small Stores 
Written primarily for the 
small store owner or pros- 
pective owner whose busl-* 
ness doesn't justify 
hiring a full-time book- 
keeper* 

Small Store planning for 
Grov;th 

A discussion of the nature 
of growth » the management 
skills needed » and Bome 
techniques for use In pro- 
moting growth. Included 
Is a consideration of 
merchandising^ advertising 
and display^ and check- 
lists for increases in 
transactions and gross 
margins. ^ 

FraA^^^s^ Index/jProflle 
Presents an evaluation 
process that may be nsed 
to investigate francliiso 
opportunities. The Index 
tells what to look ioT In 
.1 franchise. The Profile 
is worksheet for listing 
the (lata. 



Stock No. 
O45-OO0-OO149-1 



Pages 
50 



Price 



$1.80 



045-000-00142-3 



135 



1.55 



O45-OO0-OO039-7 



99 



i.80 



045-000-00125-3 



56 



1.70 
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No. Stock Not Pa^os Price 

36. - Training Salesmen to Serve 043-000-0Q133-4 85 $1.15 

Industrial Markets 
Discusses role of sales In 
marketing program of small 
raanufacturer and offers 
suggestions tor salesmen 

to use In servicing cus- , • 

tomers. Provides material 
to use in training programs. 



37. - Financial Contro l by Time- OA5-000-00134-2 138 1.60 

Absorption Analysis 
A profit control technique 
that can be used by all 
types of business. A step- 
by-step approach shows how 
to establish this method in" 
a particular business. 

38. - Management Audit for Small 0'45-000-00143-l 67 0.90 

Serv ic e Firms 
A do-it-yourself guide for 
owner-manaRers of sm.r*ll 
service firms to help them 
evaluate and improve their 
operations. Rriof comments 
explain the Importance of 
each question in 13 criti- 
cal management areas. 



39. - Decision Points in Deve J^qp^ 045-000-001^;6-6 64 0.90 

in^ New Produ c^H 
Provides a path from idea 
to marketing plan for tbe 
small manufacturing or 
R&D firm that wants to 
expand or develop a busi- 
ness around a new product, 
process^ or Invention. 



Starting and Managing Series 

This series is tiesigned to lu'lp the small imu j\'prenetir in his effort 
'*to look before he leap?;'* Into a business. Th first booklet uiaN with 
the subjeit in general terms. i:,ul; ol the otlu • booklets tieal in (iei.Hl 
with one iv[>t' ot business. 



'0 
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No. 



Star ting and Managing a 
a Small BusinesB of Y our 
Own 



^' " S.tarT'^nfe and Mana«tno a 

Service Station / 

12. - Starlin g and Managlnfi a 
Small Dry Cleaning 
Business 

i^. ' Starting and Managing a 
Carwatjh 

18. - Startin g and Manag ing a 

Retail Flower Shop 

19. - Starting and Managing a 

Pet Shop 

20. - Starting and Managing a 

Small Retail Music Store 

21' ~ 'llL'^£Uil&.il!l<lilaiia£jj^^ 

S mall Retai l Jewelry Store 

22. " Star Ling an d Managing an 
Fi mplo^Tnent Agency 

2 3. - St arting a nd Managing a 

Small Dr ive-In Restaurant 

2^' ~ Start tnjs and Managing^ a 
Small Shoestore 



Stock No. Pa^ es Price 

045-000-00123-7 97 $1.35 

OA 5-000-00067-2 80 1.15 

045-000-00058-3 30 0.95 

045-000-00060-5j 76 1.10 

045-000-00064-8 121 ,1.20 

045-000-00065-6 40 0.75 

045--000-00107-5 81 1.30 

045-000-00099-1 78 0.90 

045-000-00109-1 118 1.30 

045-000-00113-0 65 0.90 

045-000-00127-0 104 1.35 



Nonseries PubllcationB 



Stock No. 



Kxport Mji^rkot tng^ for Smaller Firms 045-000-001 1 2- 1 
A mnminl for owner-managers of 
small IT firms who seek sales In 
foreign markets. 



Pages Price 
134 $1.65 



i ... 

< / 
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U,S, Government Purchaoine and 
Sales Directory 

A directory for businesses that 
are interested in selling to the 
U^S, Government • Lists the pur- 
chasing .needs of various agencies. 

Managing for Profits 
Ten chapters on various 
aspect? of small business 
management, for example, ' *\ 
marketing, production, and 
credits 

Buyine and Reliving a Small 

Busines s 
Deals with the problems that 
confront buyers and sellers of 
small businesses. Discusses the 
buy-sell transaction, sources ot, 
information for buyer-seller 
decision, the buy-sell process, 
using financial statements In 
the buy-sell transaction, and 
analyzing the market position 
of the company. 

Strengthening Small Business 

Management » 
Twenty-one chapters on small 
business management. This 
collection refl^^cts the ex- 
perience which the author 
gained in a lifetime of work 
with the small business 
communi ty . 



Stock No. 



045-000-00118-1 



Pa^es 
169 



$2.35 



045-000-00005-2 



170 



1.90 



045-000-00003-6 



12; 



1.60 



045-000-00114-8 



158 



2.25 
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Small Business Administration Office Addresses 



Concord 
Hartford 
Mt>ntpe'ller 
Providence 

New York 
Al bany 
E^mlra 
Ha to Roy 

Newark 
Camden 
Sytacnse 
Buffalo 
St'. Thomas 

Philadelphia 
Harr Isburg 
Wilkes- Bar re 
Bal t iint)re 
WI ImltiRton 
ClarkMburf* 
Charleston 
PI ttsbnrgh 
Richmond 
Wash Ington 

At lanta 
ni loxi 
Bli»iiif n^ham 
CharTtvtte 
(JretMiv tile 
Co 1 nmb ia 
C»iral Gables 
Jackson 
.Facksonv 1 1! e 
West Palm Bch 
rainpa 

I,ou 1 sv I 1 1 e 
Nasliv 1 1 1 e 
Knoxv i 1 I e 
Mt'inpti 1 K 



Massachusetts 02114, 150 Causuway St. 
Massachusetts 01040, 302 High St. 
Maine 043'JO, 40 Western Ave., Room 512 
New Hampshire 03301, 55 Pleasant St. 
Connecticut 01603, One Fina^icial Plaza 
Vermont 05602, 87 State St.j P. 0. Box 
Rhode Island 02902(, 57 Eddy St. 



605 



New York 10007, 261 Federal Plaza, ;<oom 3214 
New York 12207, Twin Towers Bldg. , Room 922 
New York 14904, 180 State St., Room 412 
Puerto Rico 00918, Federal Office Building, 

C-irloa Chardon Avenue 
New Jersey 07102, 970 Broad St., Room 1635 
New Jersey 08104, East: David St. 
New York 13202, 100 South Clinton St., Room 
New York 14202, 111 West Huron St. 
Virgin Islan's 00801, Franklin Building 



1073 



Bala Cynwyd, Pennsylvania 19004, One Bala Cynwyd Plaza 

Pennsylvania 17108, 1500 North Second St. 

Pennsylvania 18702, 20 North Pennsylvania Ave. 

Towson, Maryland 21204, 7800 York Rd. 

Delaware 19801, 844 King St. 

West Virginia 26301, 109 N. 3rd St. 

West Virginia 25301, Charleston National Flaza, Suite 628 
Pennsylvania 15222, 1000 Liberty Ave. 
Virginia 23240, 400 N. 8th St., Room 3015 
D.C. 20417, 1030 15th St., N.W. , Suite 250 

^Georgia 30309, 1720 Peachtree Rd., N.W., Suite 600 
Mississippi 39530, 111 Fred Haise Blvd. 
Alabama 35205, 908 South 20th St. 
North Carolina 28202, 230 S. Tryon St., Suite 700 
North Carolina 27834, 215 S. Evans St. 
South Carolina 29201, 1801 Assembly St. 
Florida 33134, ??22 Ponce de Leon hlvd. 
Mississippi 39201, 200 E. Pascagoula St. 
Florida 32202, 400 W. Bay St. 
Florida 33402, /Ol Clematis St. 
Florida 33607, 1802 N. Trask St., Suite 203 
Kentucky 40202, 600 Federal Place, Room 188 
Tennessee 37219, 40<i James Robertson Pkwy, Suite 1012 
Tennessep 37902, 502 S. Gay St., Room 307 
Tennessee 38103, 167 N. Main Sv.. 
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Chicago 

Springfield 

Cleveland 

Columbus 

Cincinnati 

Dstroit 

Marquette 

Indianapolis 

Madison 

Mi Iwaukee 

Eau Claire 

Minneapolis 

Dallas 
Albuquerque 
Houston 
Little Rock 
Lubbock 
El Paso 
Lower Rio 
Grande Valley 
Corpus Christi 

Marshall 
New Orleans 
Shreveport 
Oklahoma City 
San Antonio 

Kansas City 
Des Moines 
Omaha 
St. Louis 
Wichita 



Illinois 60604, 219S. Dearborn St. 

Illinois 62701, 1 N. Old State Capitol Plaza 

Ohio 44199, 1240 E. 9th St., JRoom 317 

Ohio 43215, 34 No. High St. 

Ohio 45202, 550 Main St., Room 5524 

Michigan 48226, 477 Michigan Ave. 

Michigan 49885, 540 W. Kaye Ave. 

Indiana 46204, 575 N. Pennsylvania St. 

Wisconsin 53703, 122 W. Washington Ave., Room 713 

Wisconsin 53233, 735 W. Wisconsin Ave. 

Wisconsin 54701, 500 South Barstow St., Room B9AA 

Minnesota 55402, 12 S. Sixth St. 

Texas 75202, 1100 Commerce St. 

New Mexico 87110, 5000 Marble Ave., NE 

Texas 77002, 1 Allen Ctr. , Suite 705 

Arkansas 72201, 611 Gaines St., P. 0. Box 1401 

Texas 79401, 1205 Texas Avenue 

Texas 79902, 4100 Rio Bravo, Suite 300 



Harlingen, Texas 78550, 222 E. Van Buren, Suite 500 
Texas 78408, 3105 Leopard St., P. 0. Box 9253 

Texas 75670, 100 S. Washington St., Room G12 

Louisiana 70113, 1001 Howard Ave. 

Louisiana 71163, 500 Fannin St. 

Oklahoma 73102, 200 NW 5th St. 

Texas 78206, 727 E. Durango, Room A-513 

Missouri 64106, 1150 Grand Ave. 

Iowa 50309, 210 Walnut St. 

Nebraska 68102, Nineteenth & Farnam Sts. 

Missouri 63101, Mercantile Tower, Suite 2500 

Kansas 67202, 110 E. Waterman St. 



Denver 
Casper 
Fargo 
Helena 
Salt Lakf 
Rapid City 



Colorado 80202, 721 19th St., Room 407 
Wyoming 82601, 100 E. B St., Room 4001 
North Dakota 58102, 653.2nd Ave., N., Room 218 
Montana 5960), 61': Heleha Ave., P. 0. Box 1690 
City Utah 84138, 125 S. Statf St., Room 2237 
South Dakota 57701, 515 9th St. 



Sioux Falls South Dakota 57102, 8th & Main Av«', 



San Kraiic i SCO 

Sat £ amen to 
Honoi <.ilu 
Alalia 

Los A n^, fit's 



Callfortiia 9A105, 211 Main St. 
CaLifornla 9-3721 , 1 1 30 0 St., Room 4015 
California 9 582 5, 2800 Cottage Way 
Hawaii 96813, II /,9 Betlu'l St., Room 402 
Cuam 96910, Ada Pla/.a Center Bldg., P. 0. 
California 90071, 3 50 S. FigiK>roa St. 



Box 927 




Las VoRas Nevada 89101, 301 East Stewart 

Reno Nevada 8950A, 300 Booth St. 

Phoenix Arizona 85004, li. A. Central Ave. 

San DicRo California 92188, o80 Front St. 

Seatt\o Washington 9817A, 915 Second Ave. 

Anchoiage Alaska 99501, 1016 W. Sixth Ave., Suite 200 

Fairbanks Alaska 99701, 501*5 Second Ave. 

Bol«»' Idaho 83701, 216 N. 8th St., P. 0. Box 2618 

Portland Oregon 97204, 1220 S. West Third Ave. 

Spokant' Washington 99120, Courthouse Bldg., Room 651, 

P. 0. Box 2167 
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C. PERIODICALS — BUSINESS AND PROFESSIONAL 



CtMieral business magazines, trade papeif's, and professional journals 
bavi' Hoiiii' articles on consumer credit. The following listings are 
t'xampl . 

For a list of periodicals by subject (title), consult Ulrich's Inter- 
^l^kVJli^lJ'gr Aodicals Directory of Standard Business Rates and Data . For 
a Jisf: by geographical area (publisher's location)", consult N.W. Ayer and 
S5>Il!j^_^Lrg ctory of News pa pers and Periodicals . Most Libraries have 
directories and some selected periodicals available, for reference. 

AinoriilfJlJ^lk^^^ Daily, except Sat., Sun., and holidays. $85 a year; 
')5c a copy. American Banker, Inc., 67 Pearl. St», New York, NY 10004. 

nanU>rs Monthly . $6 a year; 75C a copy. Rand McNally & Co., P. 0. Box 
7600, Chlcapo, IL 60680. 




Ti»5Lil<'.Ll££.tor. Monthly. $8 a year. American Collectors Association, 
hic, 5011 KwlHR Ave., South, Minneapolis, MN 55410. 



£*jI!gl^iriigj_A?j fin ancial C hronicle. Semiweekly: Monday (statistical 
edition), $2 a copy; Thursday (news edition) 75c a copy. $90 a year. 
William B. Dana Co., 25 Park Pi., New York, NY 10007. 

Primarily a financial and stock market but also contains articles 
I'll rotnll credit and collectionF. 

Finance News. Monthly. $2.50 a year. National Consumer Finance 
Amhoc iation, 1000 16th St., N.W., Washington, D.C. 20036. 

^^L'i«)'P,^I_tri'n5ii!' 24 Issuer, a year. $25 a year. Consumer Trends, In*.., 
175 .r.jckson Ave., St. Louis, MO 63130. 

/L'l4_.rJjl±"i:JAL-Mana^ Monthly $5 a year; 50c a copy. National 

siH- l.jt ion of Credit Management, 44 La.st 23rd St., New York, NY 10010. 

M.is special features and articles on finance and credit. 

(■.redlt Union Majiazine. Monthly. $3 a year; lOc a copy. CUNA Inter- 
national. Ino., P. 0. Hox 431, Madison, WI 53701. 
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CrudU World. Monthly. $6 a yo.ar, Nonmomber subscriptions art? scmt to 
sclcotod reclpi<?i»t8 such as libraries. International Consun.er Credit 
Absoclatlon, '375 Jackson Ave., St. Louis, MO 63130. 

'•>^JJji<MtiUL'^V_Survpy on Insfcallment Jxuins. Monthly. Writu direct for price. 
Installmtuit Conunisslon, Amtirican Bankers Association, 90 Park Ave., 
N<iW Yqrk, NY 10016. 

iL^!»L«^R<lview. Monthly. $7 a year; $1 a copy. Dun & Bradstreet Publica- 
S tions Corp., P. 0. Box 3088, Grand Central Station, New York, NY 10017. 

financial Executive. Monthly. $10 a year, $1 a copy. Financial Executive 
Institute, 50 West A4th St., New York, NY 10036. 

Harvard Business Review. Bimonthly. $10 a year. Harvard Graduate School 
of Business AdijiinistratioiVi* Sold iersi Field, Boston, MA 02163. 

' Industria l Ban t^ier . Monthly. $6 a year; 50c a copy. * rican Industrial 
AasoGia<tlon, 1629 K St., N.W., Wa^ington, D.C. 2000.. 

Installment Retail in^ ^. .Bimonthly. $l0 a yc-i ". I* .allmtit Retailing, 
Inc". , 80 3rd Ave., New York, NY 10022. 

Journal of Accountancy. Monthly. $10 a year; $1 a coj •• / cirlcan 
• tnstitute of Certified Public Accountants, j66 Fifth Ave., Ia v \ork, 
NY 10019. 

Journal of Consumer Credit Management. Quarterly. $8 a year; $2 a copy. 
Society of Certified Consumer Credit Executives, 7405 University Drive* 
St. Lou's, MO 63130. 

Journal of Finance. Quarterly. $5 a y«^ar. American Finance Association, 
The Graduate School of Business Administration, New York University, 
100 T: inity Place, New York, NY 10006. 

Journal of Marhetlng. Quarterly. $12 a year; $3.50 a copy. American 
Marketing Association, 230 North Michigan Ave., Chicago, IL 60601. 

.'ll^l-f^ALilL A^illLl">i • Qt>iirterly. $3.50 a year. School of Retailing., 
New York University, 100 Washington Square, New York, NY 10003.. 

•['lL'I."L'i.J'i Monthly. $18 a year. The Journal of Taxation, Inc., 

1.4; Kasi 50th St., Nfw York, NY 10022. 

S.il '.s Management ■ Somimonth 1 y . $12 a yoar; a c(jpy, cxct-pt {or spi". i.jl 

'ssueH. Write dJrtct for further information. Sales Management, Inc., 
t\a T!)lra Ave., NfW fork, NT 10017. 

Monthly, cxci-pt Inly and August -arc v^nfbini'd. $8 a year; $1 <i i-opy 
N.itlonal Rc«t il Mert lian'..s Association, 100 West- 31st St., ^'ew Yor'-., NY 10001 
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Trndu assogiations publish a wealth of Information on sales* operating 
oxiH?nst»8, profits^ and financial performance of stores by geographical area. 
Data in summary form is often available for 5-year periods or longer. ' 
Mtiny associations romplle sales by lepartment in, order to enable the owners 
to compare the prouuctivlt^ of their departments with that of similar 
departments of sttjres located In other parts of the same geographical ar^a. 
Compen.satlon data on hours worked, salaries and wages paid, and number of 
persons employed are usually shown also. These statistics pi^ovide an 
excellent source of operating ratios. ' 'y-' 

r " . 4 

Additional information may be obtained from the A/nerican Society of 
Association Executives, 2011 I St., N.W., Washington, D.C. 20006 or the 
Trade Association Division, Chamber of Coiranerce of the United States, 
1615 H St., N.W., Washington, D.C. 10016. 

t 

Wrltf direct for Information on membership and availability of publica- 
tions on activities. , 

Air-Conditionins & Refrigeration Wholesalers, 22371 Newman Ave,, Dearborn,' 
Michigan 4812^. 

Air Transport Assoc. of America, 1000 Connecticut Ave., N.W. , Washington, 
D.C. 20036. 

American Bankers Assoc., 90 Park Ave., New York, New York 10016. 
VWerlcan Book Publishers Council, One Park Ave., New York, New York 10016. 
Amorlran Booksellers Assoc., 175 Fifth Ave., New York, New York 10010. 
American Carpet Institu-te, 350 Fifth Ave., New York, ;ew York 10001. 
American Institute of Laundering, Doris., & Chicago Aves., Joliet, Illinois 

Amerlv-an Institute of t.upply Associations, 1505 22nd Street, N.W. , 
Washington, D.C. 20037. 

Ainerltan Meat Institute, 59 E. Van Buren St., Chicago, Illinois 60605. 



American Paper institute, 260 Madison Ave. , New York, N«w York 10016. 

American Society of Association Executivus, 2000 K Street, N.W. , . 
Washington, D.C. 20006. 

American Electric Assoc., 16223 Meyers St., Detroit, Michigan A8235. 

American Supply Assoc., 221 N. LaSalle St., Chicago, Illinois 6O6OI'! 

Automotive Service Industry Assoc., 230 N.* Michigan Ave., Chicago. 
Illinois 60601. 

Bowling Proprietors' Assoc. of America, Inc., West Higgens Road, Hoffman 
Estates, Illinois 60172. 

Florists' Telegraph Delivery Assoc., 900 West Lafayette Blvd., Detroit, 
Michigan A8226. . ' 

Food Service Equipment Indubcry, Inc., 332 S. Michigan Ave., Chicago, 
Illinois 60604. 

m 

Laundry & Cleaners Allied Trades Assoc., 1180 Raymond Blvd., Newark, 
New Jersey 07102. 

Material Handling Equipment Distributors Assoc., 20 N. Wacker Drive, 
Chicago, Illinois 60616. 

Mechanical Contractors i xoc, of Ainerica, 666 Third Avo., Suite 1464, 
New York, New York 1J017. / . 

Menswear Retailers of America, 390 National Press BTdg., Washington, 
•D.C. 20004. 

Motor & Equipment Manufacturers Assoc., 250 W. 57th St., New York, 
New York 10019. 

Nitiona^AilT^r ican Whrlesale Lumber Assoc., 180 Madison Ave., New York, 
New York 10016. 

t 

National ^Dpli3nce & Radio-TV Dealers Assoc., 1319 Merchandise Mart, 
CI J, Illinois 60654. 

National Assoc. 01 Accountants, 525 Park Ave., New York, Now York 10022. 

National Assoc. /f^uildKng Owners & Managers,- 134 S. LaSallc, St., 
Chicago, Illinois 6O0CQ. 

National Assoc. of FJortrical Distributors, 600 Madison Avi-i, Nt-w York, 
New York 10022. 



Nationfil Assoc. of Food Chains, 1725 I S^, N.W. , Washington, D.C. 20006. 

National Assoc. of Furniture Manufacturers, 666 N. Lake Shore Drive, 
Chicago. IlUnoi« 60611. 

Natloeuil AsMot.. of Insurance Agents, 96 Fulton St., New York, New York 
10030. 

Natlomil Ahsoc. of Music Merchants, Inc., 222 W. Adams St., Chicago, 
Illinois 60606. 



National Assoc. of Plastic Distributors, 2217 Tribune Tower, Chicago, 
Illinois 60611. 

National Assoc. of Retail Grocers of the United States, 360 North Michigan 
Avt'., Chicafit^, Illinois 60601. 

Niitlomil Assoc. of Textile and Apparel Wholesalers, 350 Fifth Ave., 
Nt?w York, N«w York 1 0001. 

National Assoc. of Tobacco Distributors, 360 Lexington Ave., New York, 
Nfw York 10017. , 

National Automatic Merchandising Assoc., 7 S. Dearborn St., Chicago, 
Til inois 60603. 

I 

National Beer WhoU'saltTs' Assoc. of America, 6310 N. Cicero Ave., Chicago, 
Illinois eOMfi. 



Nati«nuTl Builders' Hardware Assoc., 1290 Avenue of the Americas, New York, 
New York IO019. 

National Electricr.l Contractors Assoc . , 1200 18th St., N.W., Washington, 
D.C. 20036. 



National Electrical Manufacturers Asf-jc, 155 East 44th St., New York, 
Ne.* York 10017. >^ • , 

National Farm and Power Equipment Dealers Assoc., 23AO Hampton Ave., 
St. Louis, Missouri 63130. 

.1 

Natlonai Home Furnishing Assoc., 1150 Merchandise Mart, Chicago, 
111 inois 60654. 

National Kftchen Cabinet Assoc., 918 Commonwealth Building, 674 -South 
Fourth St., Louisville, Kentucky 40204. 

National Lumber & Building Material Dealers Assoc., Ring Building, 
W..isliington, D.C. 20036. 




National Office Products Assoc., Investment Building, 1511 K St., N.W. , 
Washlngtoni D.C. 20015. i 

Nation a Machine Tool Builders Assoc., 2071 E. 102nd St.. Cleveland. 
Ohio ;44106. 

National Oil Jobbers Council, 1001 Connecticut Ave., N.W., Washington. 
D.C. 20036. 

National Paper Box Manufacturers Association, 121 -N. Broad St., Suite 910, 
Philadelphia, Pennsylvania 19107. 



National Paper Trade Assoc., 2'0 E. A2nd St., New York, New York 10017. 

National Parking Assoc.. 1101 17th St., N.W. , Washington, D.C. 20036. 

National Restaurant Assoc., 1530 N. Lake Shore Drive, Chicago, Illinois 
60610. 

National Retail Furniture Assoc., 1150 Merchandise Mart Plaza, Chicago. 

Illinois 60654. . " * 



National Retail Hardware Assoc., 964 N. Pennsylvania Ave., T Jianapolis. 
Indiana 46204. 



National Retail Merchants Assoc., 100 W. 3ist St., Nt?w York, New York 10001. 

National Shoe Retailers Assoc., 200 Madison Ave., New Vork, New York 10016. 

National Sporting Goods Assoc., 23 E. Jackson Blvd., Chicago, Illinois 
60604.. 

National Stationery and Office Equipment Assoc., Investr.'Cnt Building, 
1511 K St., N.W., Washington, D.C t 20005. 

National Tire Dealers and Retread'— s Assoc., 1343 L St., N.W., Washington. 
D.C. .20905. 

National Wholesale Druggists' Assoc., 220 E. 42nd St., New York, New York 
10017. 



National Wholesale Jewelers Assoc 
Pennsylvania 19103. 



1900 Arch St 
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tiational Wholesale Hardware Assoc 
Pennsylvania 191^3. 



1900 Arch St., Philadelphia, 



Northamerican Keating & Alrtond i t,oiuiH; Wholesalors Assoc., 1200 Wfst Fifil 
Avt'., Coluiiilnts, Ohio 4)212. 




Optical Wholesalers Assoc., 222 W. Adams St., Chicago, Illinois 60606. 

Paint & Wallpaper Assoc. of America, 7935 Clayton Rd., St. Louis, 
Missouri 61117. . ' 

PftroliHim Bquipiuont Institute, 525 DowwU Bldg., Tulsa, Oklahoma 74114. 

Printing Industries of America, 711 14th St., N.W., Washington, D.C., 
20005. f- 

Robert Morris Associates, Philadelphia National Bank Building, 
• Philadelphia, Pennsylvania 19107. 

. . 

Scientific Apparatus Makers Assoc., 20 N. Wacker Derive, Chicago, Illinois 
60606. 

■•■ .<■ 

Shoe Service Institute of America, 222 W. Adams St., Chicago, Illinois 
60606. . . 

Super Market Institute, Inc., 200 E. Ontario Street, Chicago, Illinois 
j606il. 

United Fresh Fruit & Vegetable Assoc., 777 14th St. , N.W., Washington, 
D.C. 20005. .... 

United States Wholesale Grocers' Assoc., 1511 K Street, N.W. , Washington, 
D.C. 20005. 



Jrban Land Institute, 1200.18th St., N.W. , Washington, D.C. 20036. 

Wine nnd Spirits Wholesalers of America, 319 N. Fourth St., St. Louis, 
Missouri 63102. 
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This bibliography Is deisigned to be a comprehensive compilation of materials 
In small business ownership and management for use by students, teachers, 
researchers, buslnesspeople, and th6 general public. 

SEARCH STRATEGY 

In order to. cull the relevant source material from the disparate Informa- 
tion sources to be searched, a list of descriptors relating to small 
business was compiled. This list included all aspects of starting, running, 
and stopping a business. Because of the need to use such broad categories 
as planning, management, conmuni cat ions. etj:. much of the material retrieved 
did not relate to small business per se. TIfis unrelated material was 
eliminated from the final bibliography in oil'der to make the listing a 
realistic reflection of the available sources on small business. 

I 

To make this a working, bibliography, the following limitations were 
specified prior to c,he search: exclusion of most books dated before 1960, 
periodicals dated before 1970. highly theoretical treatises, works on 
international business or world economics, obscure or hard-to-obtain 
publications, works on high technology firms or organizations, and works 
dealing exclusively with the problem of minority-owned business. 

i 

1 

Once the descriptiirs and limitations were determined, an evaluation form 
for use by the bibliographers was devised. . Each publication was evaluated 
as to practicality, availability, general appeal to student and general 
appeal to teacher'. The Smog Index was used on several typical publications 
in order to detei.nine reading level. 

The followinq information sources w^re used during the bibliographic search: 
the libraries of George Washington University, the University of Maryland. 
American University, and Georgetown University; tl.s Small Business Administra 
tion; U.S. Department of Cojunerce; National Institute of Education; National 
Alliance of Businessmen; U.S. Chamber of Commerce; and the Library of Congres 
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As often as possible, only those materials readily available to. the general 
public, and particularly to the school population, were Included In the 
final tilbllography. : 

! ■ 

Besides books and periodicals, a search of available films relating to 
small business was made. These, too, were evaluated on the basis of 
availability, practicality, and appeal. Also Included were the length 
of the film, year of release, distributor, and sale-price and/or rental fee. 

The SBA 16rnm sound/color films listed In the bibliography are for use in 
training sessions for present and prospective small business owners 
cosponsored by SBA and educational Institutions, government agencies, 
business firms, local business groups. Chambers of Cpmmerce, or other 
organizations. Cosponsors may schedule the films through SBA field office 
Management Assistance Officers with whom they work on the cosponsored 
training. ' 

Because of the limited number of film prints and the heavy demand for them, 
they are available on a loan^)asis on3y for cosponsored management training 
sessions for present and prospective small business owners. 

A search of all existing curriculum materials In the field of small 
business ownership antf management was also conducted. This was accomplished 
by an ERIC serach of educational journals and through contacts with the 
departments of education of each of the fifty, states and the, District of 
Columbia. " 



ORGANIZATION 

The bibliography is organized under three major categories: Tha^nvironment 
of Small Business. Managing a Small Business,.' and Curricula. . Each of these 
categories has been subdivided into discrete topical areas, encompassing, 
as a whole, the major aspects of small business ownership and management. 
This organization has made it possible to include each bibliographic 'item, 
with minor exceptions, under only one heading. 



Finally, two charts were compiled for ease of accessibility to Information on 
the listings 'In^ the bibliography. The chart entitled "Books, Periodicals, 
and Films on Small Business Ownership and Management covers content area, 
grade level, evaluation of appeal to both teacher and student, and practicality. 
The chart entitled "Cuirlcula on Small Business Ownership and Management" 
covers completeness (with respect to the five major aspects of curriculum 
development: objectives, content, learning experiences and teaching strategies, 
teaching aids, and evaluation), extent and means of validation, where or by 
whom it was validated, sources of funds for development, availability, and 
cost. 



4 



i)4 

iii 



/ 



THE fNVIRONHENT OF SHALL BUSINESS 
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eibility and oomtunity relations of small business. 



SMALL BUSINESS DEFINED 

What is small business? What are the aharaateristioB that set it apart 
from busZness in general and big business in particular? The matervals 
described in this section attempt to answer these questions. 

Books and Periodicals . « 

Bunzell, John H. The American Small Businessntan. Alfred Knopf, West- 
minister, 1962: ' -^;\ 

Intended to be a "«;uggesti ve," rather than a definitive, comnent on 
"empirical realities" characterizing small business. Somewhat dated 
but good expression of ideology (ch. 3) and "spirit" of small business. 
A sociological -historical essay on small businesspersons, the myths 
surrounding small business, the beliefs of small businesspersons, 
their reactions to the realities of running their small businesses. 
A good perspective. ^ 

"Small ness Can be an Advantage." Stores. May, 1972. 

"Small" is not toe small (100 employees): advantages in training, 
communications, etc. 

U S. Chamber of Commerce Committee on Economic Policy. Small Business - 
I tj_Role and Its. Px oblejns. Washington, D.C., 1962. 
What business officially thinks about small business. Its main problems 
are seen as inadequate management advising and h^oh progressive tax 
structure. 



Fi lms_, 

Russell, David. What is Business? Bryant & Stratton Vocational Aids, 1973. 

• Rod Serling narrates this well-done short introduction to business, 
and his narration is like the film itcMf, not too aggressive, and 
more suggestive than overloaded with facts. The business most fre- 
quently in the film is a small hip shop selling leather goods 
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SMALL BUSINESS DEFINED (cont.) 



and some clothes. The owner Is shown In several types of activity, 
such as realizing that he cannot both aet much leather work done nnd 
tend shop at the same tint i hiring another person; seeing thflt 
dpfsses he has purchased are not moving well and deciding to clear 
them with a salei^^and getting a perspective on his business through 
examination of his accounts. By the end of the film he has been so 
successful that he and his worker will have , to work overtime to get 
.his orders done. The parallel parts of the film dealing with big 
business deal with the same problems on a larger scale^ touching on 
personnel, advertising, long-range ordering anH planning, and even 
profit's, examplified by a woman receiving a $100 bonus in her paycheck 
foi a useful suggestion. The- film follows a pattern of shifting back 
and forth between the various businesses shown in the film during the 
narration of a particular concept. The camera work and production 
are so skillful that the acting in the film is hardly apparent, and 
as a result, this film is very believable. 



.0, 
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SMALL BUSINESS SUCCESS AND FAILURE 

Publioatione included here cover 'definitions and QhaiMotvi'iatiiHi of amall • 
buaineaa aucaeaa and failure aa well aa atatiatioat infomi{ition on thoan 
toirica*,^ " ' ^ 

Books and Periodicals T 

* * ' ' ♦ 

Arizona State University. Patterns of Success for Sma ll Businesses 
in Arizona . SBA, Tempe. 19577"^ ~ ' ' . * 

Eight different small businesses are reviewed under the headings of: 
Summary, Introduction, Entering the Business, Physical Facilities, 
Operating Methods, Operating .Results - Profit and Loss, Comparisons 
and Conclusions. These are interesting case studies of actual small 
businesses and the factors influencing their success. 

Cahill, Jane. Can A' Smaller Store 'Succeed ? Faircnild, New York, 1966. 

A coverage of the environment in which "fashion type" stnall businesses 
operate. and an appraisal of their ability to survive given a set of 
specific circumstances, i.e., amount of money invested, location, stock, etc. 

Clarke, Philip. Small Businesses: How They Survive and Succeed . 

Harper and Row, North Pomfret, 1973. ^ 

The usefulness of this boot may be limited since it was published in 
Great Britain - generally for a Briti^ market.. The -author's emphasis 
on the creative thinking necessary in a small business is well -presented. ' 

Dun & Bradstreet. The Failure Record Through 1970. Dun & Bradstreet, New 
York, 1971. 

A sunrtary of statistics on failures through 1970. Categorizes failures 
by size of liability, by specific retail and wholesale lines (e.g., 
eating and drinking places high in failures, drug and hardware stores 
low), by a^ of business, by underlying and apparent causes. Figures 
are skewed (low) because failure is defined as action involving Jos§ 
to creditors. 

Goodpasture, Bruce. Danger Signals in a Small Store . SBA Small Marketurs ' 
Aid #141. SBA-6P0, Washington, D.C.. 1970. c 

This SBA publication discusses the danger signals concerning customers, 
displays and merchandise, buying and selling, employeesi money, records. 

Hoad, William and Rosko, Pete>'. Management Factors Contributing to the 
Success or Failure of New Small Manufacturerr i Bu"reau of Business 
Resources.' University of Michijgan, .Ann Arbor, 1964. 

' This study, financed by a. grant from the Small " Business Administration, 
examines the characteristics of new small manufacturers in relation 
to subsequent success jor failure, in order to determine which charac- 
teristics generally accompany success. 

Levinson, Robert E. Sjx Methods foV. Success in a Small Store . SBA, 
Washington., D.C., ,1973. ] ' 

A brief discussion of six. methods for increasing a store's potential 
for success. 
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SMALL BUSINESS SUCCESS AND FAILURE (cont.) 

Mayer and Goldstein. The First Two Years; Problems of Small Firm Growth 
and Survival . SB^, Washington. B.C., ly&i. ' 

A review of. those factors that influence the success and failure of 
small businesses. 

Proxmire, Senator William. Can Small Business Survive? Henry Regnery Co.. 
Chicago, 1964. . 

A discussion of small business problems and how to get around them. 
Fairly good guide to resource^ (government, trade associations, etc.). 
Complete with quotes from small businesspersons. 

Ringstrom, N. H. Case Studies in Business Success and Failure ^ Oklahoma 
State University, Stillwater, 195Z. ^ 

A study which attempts to go beyond the usual large categories 
(manager inexperience, competition, etc.) given for failure. Concen- . 
trates on furniture and appliance-retailers md construction con- 
* tract^s. ^ 

"Slowdown Creeps up on the Small Stores." Business Week . July 19, 1969. 

Realistic readinq on how economic slowdown influences small (as 
opposed- to large} retail stores. 

U.si Senate. Small Business Failures Report . GPO, Washington, D.C. , 1962. 

Surmiary of hearings on small business failures. Statistics, -detailed 
discussion of causes, and recommendations. The companion hearing 
transcripts are also -interesting. 

Woodruff, Archibald M. and Alex'^nder, T.g; Success and failure in Small 
Manufacturing . Greenwood >Tess, Westpor.t, 1974. ■ 

Good discussion of small manufacturers' problems, including market 
research, poor recordkeeping, unclear objectives, excessive fixed 
costs. Analysis of "critical incidents" (which lead to collapse) 
and their underlying causes. 



Films 

Dun & Bradstreet. Small Business, U.S.A.; The Story of Main Street . 
Dun & Bradstreet, 1955. ^ 

' Although no longer conveniently available through the numerous Modern 
Talking Picture Service outlets, this film still has some utility for 
a small business curriculum, given the, paucity of films on the subject 
now available. It covers a great deal of groundin djscussing in a 
palatable way, the numerous ingredients for success in sma IT business, 
and despite its age most of these factors are just as necessary for 
a successful small business today as they were then. The film has a 
kind of narrator in a George Hester, who says he is an accountant in 
a small town or city. He talks about the various businesses he has 
seen come and go or stay on "Main Street" in the past several decades. 
Most of the film is comprised of "acted" situations to illustrate ^ . 



SHALL BUSINESS SUCCESS AND FAILURE (cont.) 



%ifts1b1e or bad types of management, but also the point Is repeat- 
edly stressed that there Is no single Ingredient for success In 
small. business. Dun & Bradstreet makes its entrance into the f.ilm in 
the form of a Dun & Bradstreet reporter who is evaluating the various 
businesses on Main Street, and he serves as a kind of objective focal 
point, the index being the success of the particular business. A few 
characters are used to represent overly traditional and bad judgment 
practices, but more emphasis is placed on why the grocer, druggist, 
and hardware. store operators are successful. The narrator sums up some 
of the necessary components of success; merchant instinct, know-how 
and knowledge of the market, buying and financial skills, good record- 
keeping, the ability to take advice and criticism, and Integrity, 
especially important for credit. Made when it was, the film reflects 
absolutely" the homogeneous, white male business world of the 1950's, 
and the fact that it lacks a perspective' necessary for more recent 
developments and changes In the business world (franchises, etc.) 
Units the'^use of the film. However, even after twenty years, the 
film contains materials unavailable in other films on small business. 



SMALL ^BUSlNESS IN OUR ECONOMY 

ThB material oontained in tUe eeotion describes important economic rela^ 
tion^ipe. that are basic to an understanding of small business, 

• • *> 

m 

Furman, William A. ■ Stones of Eden , Contemporary/McGraw-Hill Films, 1965. 
The value cf this film Is not in its application as a small Jjjusiness 
training film, but as a simple and very beautifully done example of 
ecSnSmI? re atlonships in their most basic fhrm: the peasant's 

tSbsuien^e ^^^^^^^^^^ * '""'it^lliiliyS'ln'a'^es 

portrait of what It meiHTtTbe part of ^Pe^sartt family in a less 

» ?han bountiful environment, in th s case Afghan tan. The farmer 

and his wife are continually involved in the daily work of agricui 

ture cooking, etc., that is necessary to continue their Jives in 

tZU cSnd tiins Their son goes to school when he can be spared 

' ??om fa?;; work, and his parents want ^J^J.^J 9f .^^k^J °,Vr^fen h^ is 
4-4 An en that hP Will bc able to get a job as a truck oriver wnen ne i5 
5 der oXe of the famflyts two lows m' not last, which may put the ^ 
fimfii In financial difficulties. A though crop and field rotation , 
If ilLticed the Ul i's so that the yield is very small, and 
' Ihe^rirno ia^to fen^^ the fields wlthin.the means of the family. 
When the cow dies! the -farmer, who must have two in ord^r to plow the 
fiplds Qoes to oie of the area's noblemen to borrow against h s 
Jl?lest tl lurlhlsl Snoiher cow. The Koran forbids usury, sojnstead „ 
of ^hlrging Interest, the noble loans him the money, which the farmer 
will pJ? bick in bushels of wheat, at half the market value of his 
croD The viewer is left with a feeling of, emptiness at the seeming 
^n2i;«r.p« of this cvcle. if no change In social relationships, no 
ISf 5"Sf"ap1tal o^'^So scie^^^ and technological j-jnovations^are 
i?ov1ded Although this film has little practical appl cat on, it is 
?I?Hnc?callv Inte^^^ and its value is perhaps in its implica- 
ilonl: t?I th1ngrthiri;e\issi^ the things we take for granted. 



COMMUNITY RELATIONS AND SOCIAL RESPONSIBILITY OF SMALL BUSINESS 

Publii2tione ineludfd in thia aeotion deal with aooiety'a inareaeed 
cBQOfmaa of buHneaa reaponaibilitu and the interdependence of amatl 
bu»^'>n08»ee jnd their aomfmmitiee. 



Bcoks and Periodicals 

Brown, James K. Social Responsibility and the Smaller Company: Some 
Persoectives" The Conference Board, New York, 1972. 

A quick (appropriate for high school students) coverage of social 
responsibility and the smaller firm - what social responsibility is, 
its validity, the difficulty of the small business in meeting its 
obligations. Written definitions of corporate social responsibility, 
are given. 

"Consumers Battle at Grass Roots." Business Week . Feb. 26, 1972, p. 

Discusses local consutner action groups which deal more effectively 
with local, problems than does national legislation. 

Cravens and Hills. . "Consumerism: A Perspective for Business." Business 
Horizons . 13:21-26, 1970._ ' . 

Discusses gaining an understandinq of consumer behavior throuoh invol\ 
ment in consumer affairs and appropriate marketing strategy. Also 
treats ihe nature, origins and^ scope of consumerism. 



Garrett, Thomas M. Business Ethics . Appleton-Cfintury Crofts, Prentice- 
Hall, Englewood Cliffs, 1955. 

This book was designed for use in business school courses and in- 
company training programs. It Is an introductory book intended to 
supply a minimum framework of business ethics and a method of 
analyzing ethical problems faced by buslnesspeople. 

Goodman, Stanley. "The Fallen linage of Businesses Dangerous." 
U.S. News & World Report . Jan. 28, 1974. 

This addresses the question, "How responsive is business?" and 
discusses possible solutions, such as more social objectives and 
socially responsive achievements by managers. It is an address 
delivered before National Retail Merchants Association, ^an. 7, 1974. 

Heyne, Paul T. Private Keepers of the Puulic Interest . McGraw-Hill, New 
York, 1968. 

A very realistic coverage of economic, social and ethical considera- 
tions of business' responsibility to society, especially the consumer. 
Treats in plain language notions of profit, conscience, competition, 
and ethical codes. 
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COHNUNITY RELATIONS AND SOCIAL RESPONSIBILITY OF SNALL BUSINESS (cont.) 



Hodges. Luther H. The Business Copscience . \Prentice-Ha11, Englewood 
Cliffs, 1963. \ 

The book uses many recent examples from the^news and from the author's 
own experience,- traces the roles of busineisspefsons, fair competition, 
public Interest and the buslnessperson "after isours." . - 

Howard, John A. "Don't Sell the Buyer Short." NatlonV Business . 
58:34-35, 1970. ""^ \p 

This article argues that advertising no longer sways consumer deci- 
sions; that as the consumer becomes more aware, advertis'lsng as It 
stands loses Its effectlv^eness. " • , " \ 

Kaye, William 6. "Take In a New Partner: The Consumer." Nation Business . 
58:54-57, 1970. ' 

This article discusses consumer good-will, business considering 
the consumer, complaint mechanisms, guarantees, etc.^ Also covers 
consumer education and in^rmatiori. " . ^ 

McConkey, D.C. "Will Ecology Ki IK Small Business?" ; Business Horizons . 
15:61-69, 1972. ' ' 

Discusses waste utilization, government assistance, gradual phase-ins, 
prompt adjudication. Particular disadvantage^ of smallj(|ss are 
noted (with examples). * , " 



Miller, Robert. Profitable Community Relations for Small Business . 
SBA-GPO, Washington, D.C, 1961. 

This booklet seeks to provide practical and pointed information on how 
to. build and maintain sound community relations. It emphasizes the 
need for continuing participation iri community affairs. Above all, 
it is Intended to make managers of small business conscious of the 
fact that coiimunity relations is an important ingredient of business 
success. 

Mobley, A. H. "The Truth Doesn't Really Hurt." Nation's Business. 
, April, 1970. " 

Short readable essay by the President of Parade Publications on the 
importance of honesty in business. . 

Novick, D. "Cost Benefit Analysis and Social Responsibility." Business 
Horizons . 16:63-72, 1973. 

. Elementary description and examples of the basic elements of cost 
benefit measurement and its application. 
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SMAU BUSINESS PEOPLE:, PERSONALITY CHARACTERISTICS 



Peroonality oharaoterisHoe have been linked to amtt buaineea eucaeoo* 
MateHate in thia aeation diaoues thid relationahip. / . 



Books and Periodicals 

Pickle, Hal. Personality and Success . SBA-6P0, Washington, O.C., 1964. 

A research study and evaluation of personal characteristics of 
successful small business managers. Contains a very interesting 
definition of small business success. i 

Schwartz, Irving. Perso nal Qualities Needed to Manage a Store . SBA Small 
Marketers Aid IT^ 5BA-GP0, Washington, D.C., 1970. 

This pamphlet covers motivation of management, abili/y to read cus- 
tomers, ability to get along with people, ability to adapt to change, 
ability to Insp^e direct, willingness to serve. 

Smith, Norman Flaymond. The Entrepreneur and His Firm; The Relationship 
between Type of Man and Type of CompanyT Michigan State University, 
East Lansing, 1967. 

A technical study based on data gathered from interviews with the 
owners of fifty-two enterprises. The sociological 'background,- career 
patterns, and business behavior of two types of entrepreneurs, the 
craftsman entrepreneur and the opportunistic entreprenei^r, are 
described and related to their ways of handling' their ^firms. 



Films 



Oyer, Vincent. Ll oyd's Caf e. Califs Inst, of the Arts, 1972. (24 minutes) 

Shot in a cinematic style that might be considered Close. to "cinema 
verit^", Lloyd's Cafe is more of a po. trait than anything commonly 
known as a "documentary ." The camera shows the'cafe and its surround- 
ings, then films and follows the people while they*w6rk. The sound 
track is made up of both the natural sound "on Tocation, and also 
taped-over interviews with the people being filmed. The owners are • 
a retired couple who moved to Baker, California, and ended up 
managing this cafe and working as cook and waitress as well. Other 
employees are a middle-aqed cook (male), a hiqh-school-aqed waitress, 
a young busboy, and a man who does the gas station work. All admit 
the isolation and unlikeliness of working at such a place and location, 
but all seem to have strong reasons for preferring their situation 
to another job; for one it's the friendliness of the people at the 
cafe, for another the freedom of working when he wants to, and the 
gas station worker admits that $1.50 an hour is not much money, but he 
says he has no bills to pay, free roojii and board as part of the job 
and a feeling of belonging. ' Near the~'end of the film the camera moves 
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SMALL BUSINESS PEOPLE: PERSONALITY CHARACTERISTICS (cont.) 



4. 



back to Lloyd Mho talks about the advantages of being small* inex- 
pensive and unpretentious (comparing the cafe t the brightly-lit 
neon drlve-^'lns down the road), the film is a 
and something less thaii rigorous in pursuit « 
content and presentatlon.s^em unique in the jrt 
films. 



'-'ide in technique 
^uals, but Its 
of small business 



The .Habit of Winning. SBA. Sales Branch, National Audiovisual Center, 
GSA, Washington, D.C. 20409. (29 minutes) 

Jerry Kramer, the all-pro guard of the Green Bay Packers, discusses 
with six of his formef teammates '(all nuw successful businessmen) . 
the Lombardi philosophy of winning and its applications to business 
situations. During the discussions and Kramer's summing up, answers 
are provided to »such questions as: Is winning important? What makes 
\ a winner? Can, a man turn himself around? Does the wil> to win 
endure? Is winning a habit? The Lombardi philosophy states that 
"running a football team is no different from running any other kind 
of organization — an ariny, a pptltlcal party, a business. The 
objective is to win — fairly, squarely, decently, by the rules— 
bur to win." Kramer's former teammajes cite examples of how the 
"habit of winning" applies to their business operations. 
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^ / MANAGING A .^ WAl L BUSINESS ' 

•• / " » ' 

,^ ^i^licationa dealing with ^the aeaqr^ pK^oe of the business Hfe-oyote, the 
managing or running ^haee ', are inoliided in this section, 

- • 

PLANNING 

Ptccnntng^ an essential part of the smpill business person^s job, is discussed 
in the publications included here^. ' ^ 

Books and Periodicals " \ 

business Plan for Retailers . SBA-GPO, 'Washington, D.C, 1972. 

A workbook guide -to setting up a business plan, including questions for • 
. . 'the bus^inessperson to answer, and" a discussion of the advantages of 
planning. ' \ * ' <^ 

Minnesota, University of. The Place of Forecasting in Besic Planning for 
Small Business .. For SBA, Minneapolis,^ 1961.. ^ 

• The contents of thjs book covers the need for planning in small 
^ business; how small businesses currently do both short and 
. ^ong•^term.p^''>nn^ng. 

Wheelwright, S.C. Strategic Planning in Small Business." • Business 
Honzons.. 14:51-58, 1971 . 

This book covers achieving satisfactory profitabil ity through 'con- \ 
siflerati^n of certain "characteristics of strategy-making, e.g., ^ 
corporate object1v.es, environment, resources, management. 

^ Wingate, John and Helfarrt, Seyman. Srilall Store Planning for Growth . 
. SBA-GPO,e Washington, D,C.r 1966. 

The author discusses planning methods of growth. Appendices have 
' checklists on increasing transactions, increasing -gross margin, 

interior arrangement,- and display- « 

•Woelfel, B. La Salle.. Guic^es for Profit Planning . SBA-GPO, Washington, 
• D.C, 1960. • • 

Covers the basii: areas of profit planning, i.e., break even analysis, 
gross profit analysis, rate of return on i/ivestment analysis, and how 
' .these arfeas are inter/'eUted. 

m • 

Films 

■ ^ ^ 1 , # • V 

• * 

- > .■ 

The Business P lan. SBA.. Sdles Branch, National Audiovisual Center, 6SA, 
Washington', OX, 2U4oy. (14 minutes) ^ 

This fi'lm dramatizes the need foV* ana elements in a business plan as a 
management tool for ^successful business operation. Dialogue is mostly 
between the two main characters:- Joe Duvan, an appliance store owner, 
whose business is declining because he hasn't done anv planning or 
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PLANNINS (cont.) • / ' 

kept up with changes; and Frank McDuff , Joe's brother-in-law, a service 
writer In an automobile agency; The story opens In Joe's office. 
Frank tells Joe he has finished two years of srnaljt business training 
in night classes and Is planning, t open an automobile service shop. 
He shows Joe his business plan and enthusiastically tells why it is 
important. Joe Is at first derisive, but later admits his own business 
is falling. Further discussion reveals that lack of planning has 
been a key factor in the decline of th^ business. Frank's enthusiasm, 
« well-founded reasons for planning, and factual presentation of the 
main points In, a buslrjess plan convince Joe that he too, needs a plan. 
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MANAGEMENT 

This i&ation included materials relating to general management akills. 



Books and Periodicals 

Allen, Louis. Starting and Succeeding in Your Own Small Business . Grosset 
& Dunlap, New York, 1968. ~ 

The author, a former small ^businessperson, emphasizes problems, 
mistakes and attitudes of small business persons and discusses how to 
raise money, get customers, select products. Presented in a relaxed, 
anecdotal style. 

Banks, Russell, Ed. Managing the Small Company. American Management , 
Association, New York, f9b9. 

A series of readings In various aspects of small business operations — 
personal, finance, advertising, etc.; best sections are those on 
government regulation of. small business and special problems of the 
smaller company. 

Baumback. C, Lawyer, K., and Kelley, P. How to Organize and Operate A 
Small Business . 5th ed. Prentice-Hall, Englewood Cliffs, 1973. 

A textbook intended for use by adults (students or owners) Interested 
in small business*. Discusses small enterprises in retailing, 
wholesaling, manufacturing, and the service trades. Sections on 
the role of small business in the economy,, factors needed for small 
business success, and management techniques' 

Broom, Halsey N.and Longenecker, J. G. Small Business Management . Zr6 ed. 
Southwestern Publishifig Company, Dallas, 1966, 

A college textbook which includes sections on. the environment of 
small business, philosophy of the entrepreneur, problems of starting a 
new !>us1ness, financial, marketing, and production management, and 
legal and governmental factors related to small business. Includes 
short (2-3 pages) cases which require analysis of financial, marketing, 
and organizational data. ^ 

Checklist for Going Into B usiness . Small Marketers Aid #71. SBA-GPO, 
Washington, D^C. 

A simple checklist to help the prospective entrepreneur to determine 
his strength and weaknesses. Covers topics such as money, records,' 
advertising, and market information. 

Cohn, Theodore and Lindberg^ Roy. How Management Is Different in Small 
Companies . American Management Association, New York, 1972. 

'includes discussions by company executives of size-related differences 
in management. Sections on the use of information (in small companies), 
innovation, and personnel problems. 

Oailey, Charles A. Entrepreneurial Management: Gping All Out for Results . 
McGraw-Hill, Newlork. 1971. • ^ 

Considers styles of management, managerial diplomacy, and "the^new 
entrepreneur." 
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MANAGEMENT (cont.) . 

Dible, Donald M. Up Your Own Organization . Hawthorn Books, Inc. New Yprk, 
1973. \ ^ 

This Is a very interesting, fast-paced book. A manual with some c^.^ 
good anecdotes (success stories) and a lot of factual material (where 
to find training programs, lists of business periodicals, money 
' sources, etc.). Stresses entrepreneurship: what activates a 

small businessperson, how to decide whether to become one, how to do - . 
It. (Good formula business plan Including a section on how to select . 
supporting professional services). 

Dickson, Franklin J. Successful Management of the Smal l and Medium Size 

Busines s,. Prentice-Hall, Inc. Englewood Cliffs, 1971. 4 

A basic coverage of small business finance broken into four areas: 
how to raiseXlong and short term capital; how to set up.accurate 
books, effective records and profitable credit management, effective ^ 
tax planning for smaller operations, this is a clear and easily read ^ 
approach to these areas. Each section concludes with a short true- 
false test, with answers in the back of the book. Several sections 
Include hypothetical cases to demonstrate points covered in that 
section. 

Duncan, Delbert. R etailing;^ Modern Concepts -and Practices . Richard It-win. 
Homewood, 1970. 

\ This is a programmed learning aid intended for college students. Gcod 
• deta13^ on store location, de-.gn, sales techniques. Emphasizes 
qualitative over ;^uantitat1ve principles. 

Gilmore,. Frank. "Formulating Strategy In Smaller Companies." Harvard 
Business Review . May- June, 1971. 

Evaluation of approaches to analyzing operations. Outlines a simple, 
practical method of assessing position and objectives in a small 
business. Checklist of questions to use in formulating strategy. A 
six step plan to guide company management in their efforts to formulate 
a company strategy. . . 

Grunewa 1 d , Dona 1 d . What You Should Know about Small Business Managemen t. 
Oceana Publications, Inc., Dobbs Ferry, 1956. 

This is a very basic coverage of what small business is, who is involved 
with it, and what actions are performed in the operation of a small 
business. A short and simple approach; should be excellent introduc- 
tory material for the high school student. 

Hoad, William M. Cases in Small Business. University of Michigan, Ann 
Arbor, 1968. 

This book is a compilation of thirty-five cases concerning actual 
small businesses and their management. The products, circumstances, 
and people in>. these cases cover a wide range and illustrate the 
diversity of small businesses and their problems. 
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MANAGEMENT con t.) 

Hosmer, Windsor Arnold et al. Small Business Management; A Casebook . 

.Richard Irwin, Inc., Homewood» 1966. ' 

A book of thirty-five case studies of actual small manufacturing 
concerns. Also containsta sedtion called "Notes and Readings" on - 
such topics as the' position .of small business in the American ' 
economy, careef opportunities in small business and financing small 

enterprises. . /, 

« ■ * * •• . 

K^lley, Pearce C. et al. How to Organise and 'Operate a Smal'l Business . 4th 
ed. Prentice-Hall, Ehgle.wood Cliffs, 1968. 

Good outlines and checklists.. 

Klatt, Laurence A. Small Business Management; _^ Essentials of Entrepreneurship 
Wadsworth Publishing Company, Belmont, (973. ~' ■ 

An attempt to summarize the essential concepts and techniques relatea 
to the managerial problems of a small firm, written in nontechnical 
language from the utilitarian viewpoint of a present or potential 
businessperson. An'overview suggested materials for in-defJth 
treatment of particular topics given at end of each chapter. .Each 
chapter is followed by a brief managerial incident, developed around.a 
related management concept, problem, or practice. Three comprehensive 
cases are given" in an appendix to aiv" the reader a feel for-the probUms 
and pt'actices involved in starting i managing a small business; • 

Usser, How to Run a Small Busines s. McGraw-Hjll , New Ynrk, 1963. 

Written as a practical guide for 'small businesspeople who find that 
in addition to the "know-how" of a business, successful management 
requires a working knowledge of financing, accounting, insurance, 
office management, and other specialized business activities. 
Covers these topics in three. sections on 1) going into" business, 
'2) managing and operating your business and 3) management of specific 
• ^ business phases. ' ^"'] 

I 

Levinson, Robert E. Six Methods for Success in a Small Store . Small 
Marketers Aids #127. SBA-6P0, Washington* D.C., 1967. 

Discusses how to increase a business', potential for success. Covers 
catering to customers, building an image, encouraging teamwork, planning 
ahead, lookiing for profit volume and "paying your civic rent."' 

McGvegor, Clarence. Retail Management Problems of Small and Medium- 
Size Store s. Richard Irwin, Hcmewood, 1962. '■ ' ' 

Specializes in small and medium-sized stores. Some cases are fairly 
simple, although ..they are generally too sophisticated for high school 
students. Some of the material also seems dated. Contains a case on 
•liquidating a retail business. 
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MANAGEMENT (cont.) 



, and Chakonas, Paul C. Retail Management Problems . 4tti ed. Richard 

Irwin, Inc. Homewood, 1970"! 

A casebook of retailing problems in accounting, sales, store organ- 
ization, financing, etc. Casef are followed by lists of specific 
questions to be answered. 

Metcal f |_ Wendel 10^ Starting and Managing a Small Business of Your Own . 
""Theltanting and Managing series, volume i, SbA, wasnington, u.c, 
1973. 

This comprehensive and concise publication covers all general aspects, 
of .starting and managing a small business. Topics discussed include 
personality characteristics of successful owner/managers, financial 
considerations, franchise .pros and cons, purchasing,' pricing-, selling, 
legaJ requirements, and goal settin'g. The checklist for starting a 
business is particularly helpful. 

Petrof, John» Carusone,- P.S. and McDavid, J.E.. Small Business Management; 
Concepts and Techni ques for Improving Decisions . McGraw-Hill , New York, 
' WTT — ~ — : — 

Aims w. teach people with non-managerial backgrounds how to improve 
their managerial skills. Rather theoretical approach based on 
decision-making pr1nciaJ«s. Includes chapters on internal and ex - 
tern3(.l source's of information for, small businesspfirsons, pricing, break- 
even. analysis, and ways to improve advertising, production, and 
personnel performance. j 

Rachman, David J. and Elam, Houston G. Retail' Management Cases . Prentice-- 
Hall, Englewood Cliffs, 1969. 

Presents cases dealing with three areas in which the retail er^has 
control over his firm's relations'to the external environment: 
goods and services, physical distribution, and communication. 
Stresses the impact .of management decisions on consumers. Cases 
average three pages. 

Rotch, William. Management oF Small Enterprises: Cases and Readings , 2nd 
ed. University Press of Virginia, Charlonesville, 1967. 

A textbook designed to be used in courses on general management 
problems. Three introductory chapters emphasizing the planning of 
objectives, marketing, and long-term financing are followed by 
cases on new businesses and on growing enterprises. Cases are detailed 
and average ten pages. 
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' MANAGEMENT (cont.) ' 



Small B-Usiness, Richard Irwin, Inc. , Homewood, .1958. 
A cQlieae textbook on small business management. "Extensive sections 
Sn strrtinH sS^ll business, financial management, legal organization, 
etc In'JlSdesTchapter comparing small business and b g business 

• ^ .^nigeJ^nt as /ays of life, and one on the- use of consultants. 

Wingate, John w'. 'Managemen t AudU f«r Small Retailers. SBA-GPO, 

Washington, D.C., 1'97T. . 

TfSr better ^nagement. Questions often presuppose knowledge of 
business terms and practices. . 

Films , - ' • . 

Klein.- Walter J. Mv Favorite Grocer . Walter 0. Klein Co., Ltd. 1973. 
OS minutes) 

In 1957, in Charlotte, North Carolina, a f^cery store b^rned^down 
The owner/manager gathered his employees, together ^^^t night and they 
decided to stick with him. The next day hft^was selling out of his 
oarkinq lot! and in three days he had an open-air building set up. 
Todai he is the owner and manager of several grocery stores in 
rhaHottp and in the film he explains some of what is involved in 
kelS ng ui with today's custon^r? efficiency, cost-cutting, moder- 
ntzation etc Employee's lack of courtesy to customers and 
b n 0 i 0 an SSertised special are^the two.things that upset m 

• ? 0 ^en.shot!"^ ^e^not pound one_oy,r ^he.head with its 
sDonsors' products. As the film is free, it would be useful in 
sSSu businesrcurricula:to.show^^^ exampAe of this type of bus.iness. 

Non-ood Studios. TH. M.rvPlous Mousetrap . BNA Films. 1963. (24 minutes) 
This film is a fairly slmole-minded attempt. In a now-dated style, to- 
edicate the 4neral public" in the philosophy beh nd tencan 
h?,sin«s Wally Cox is used in three different roles in the film. 
™?nly «' the company president, and as the disgruntled consumer/ 
Tor^er He enters a hardware store to, buy a mousetrap, choosing a 
"Silrve Mousetrap" and gets a lecture from the owner of the store on 
w^J rntidS are necessary. He discovers the.mousetrap is defective. 
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MANAGEMENT (cojit.) . 



and complains to the store owner. The complaint reaches the presi- 
'dent of the company, who launches a computerized investigation. The 
faulty link turns' out to be n-^-^e other than Wally Cox the worker, who, 
^ it Is eventually discovered, lets a few uncompleted traps g& by .on 
the assembly line when telling jokes. After a long lecture from 
the one Cox to the other Cox on how this all fits together, the 
president realizes he hasn't really ijeen communicating too well 
with his employees, and the worlier/consumer finally understands the 
relationship between his two roles. 

The Real Security . SBA. Sales Branch, National Audiovisual .Center, GSA, 
Washington, D.C. 20409. (20 minutes). 

Narrated by Joe Powell, the message is "In a changing world, if you're, 
not adaptable, you disappear." The film is designed to inspire and . 
motivate employees of an organization at all levels to overcome 
^ resistance. to change end banish "mental retirement." 

University of Wisconsin. Starting and Managing a Successful Business . 
UnlversityuOf Wisconsin Extension. 1^70. (90 minutes). 

This film IS made up of studio sections which are either of the 
lecture or seminar type of presentation, and also film shot at the 
business location, and in interviews with the owner/manager of the 
business. The film opens -with an Introduction by Orville Palmer, 
Chairman of the Department of Commerce, at the University of Wisconsin 
(Mad<<on), who'also serves as the film's narrator. He poirhts out ' 
that 96% of U.S. businesses have fewer than 20 employees., Another 
professor in the Department of Commerce gives a*five or ten minute 
lecture outlining a pattern that most businesses seem to follow in 
their development: 1) a craft stage, in which the product , or service 
Is developed to a more perfected state; 2.) the promotion stage, in 
which either an outsider enters who 1s interested 1n growth and expan- 
sion, or ^the original person- sees the market for their product and - 
begins plans for expansion; and 3) the administration stage, where the 
company has proved itself financially and now must concern Itself 
^ more with stabilization than with rapid development. Through the 
two sections of the different businesses this construct is used as a 
means of clarification. The first business was begun by a typewriter 
salesman who saw the need for a non-liquid type cleaner and. developed 
one in his basement. He marketed them personally and began sub- 
contracting the work when sales got high enough. This developed 
gradually into an office-supply company, the W. T. Rogers Company, 
which docs an annual gross: of about $1,000,000 today. The other busi- 
nef>s, a Midas Muffler Shop,, was smarted by a worker in a machine shop 
who felt inhibited not working for himself. Taking a job managing a 
gas station, he offers free installa-tion of mufflers purchased there, 
and realizes the market for this type of specialization. His business 
prospers. (His success is due partially to his early entrance into 
the franchise field.) The bulk of the film covers these two firms 
fairly thoroughly, ending with a round-table discussion with a few 
faculty people, the owners^; some other businessmen, including 
a representative from Dun'^n^ Brads tree f. The film closes on 
an affirmative note, that with good management and the other 
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MANAGEMENT (cont.) 



necessary factors. It is still possible' to develop a successful small 
SSs1ne«! The only reaT drawback of this film is its a l-too-typical 
participants: nothing^ but middle-aged, white, male businessmen. 



(Note: Though the following. two films were designed primarily for use with 
the manual for SBA's pre-business workshop program, they may be used in 
other SBA cosponsored training programs where they will be an integral 
part of the session.) 

A Ca se in Point . SBA. Sale? Branch, National Audiovisual Cencer*, GSA, 

' Washington, D.C. 20409. (H minutes) 

Through the e;(per1ences of the main character, tell^ of various 
services -available to small business owners from the Small Business 
Administration. 

Three Tim es Three . SBA. Sales Branch, National Audiovisual Center. GSA,' 
Washington. D.C. 20409. (13-1/2 minutes) 

Through dramatization and discussion, illustrates nine Important 

keys to small business management success. 



21 



COMIUNICATIONS 



Mthouah the i.uhlicaHone inoluded here arc not diveoud mcm<«iUii l" 
VnliTbiLsineBa. we have inoluded them because of our hetiej in . • _j 
tte i^riS^e < <^'«i<'«*i»« *" ,><'<>ceeeful emll bueineee omereh^p arul 
management. 

» « # 

Books and Periodicals , ' • 

Colorado University Bureau of Business Resources C . on^unicat^^^ Informatio n 
th Small Businessmen . _Colorado University, BouTder, 1963 

rsurmary of why sm^ll business persons lack in^o'^'^^lo" ^JJ^^ 
LlTtim to go out and get It) and how to better- get it to them 
(^ke IfshSrt! Simple an4 readily available). Lots of diagrams. 

jan1s, Jack. Writing and Comn .mi'r^atinQ in Business. 2nd ed. MacMlllan,^ 
New York,"T¥7i: ~ 

. A very sophisticated (but not complicated) textbook. 
Marryshow, Lester. "Check Your Telephone Manners." Su pervisory Manaqement, 
May 1970. 

Very practical list of telephone do's and don'ts. 
Mintz, Harold K. "Business Writing Styles for the 70' s." Business Horizon s. 
1 5*83-87 > 1972. 

A iery nice article covering the following: clarity, information, 
or4^izSt?on, readability, ^ords, sentences, paragraphs, readers 
needs. Emphasizes purposes of business writing. 

Read, Jeanne. Busfnes's English . McGraw Hill, Gregg, New York, 1972. 

Includes text, review sheets, and self nests. EffectiVfe. 
Slattery, James. Ru.inP.. Letter ^Writing , boubleday and Company, Garden 

City, 1965. • 

. This is a practically oriented and simply written progranmed text. 

Swift, Marvin H. "Clear Writing Means Clear Thinking." Harvard Business 
Review . 51:59-62,1973. 

^lIIiil^ITizes that writing often clarifies thinking. Has a good example 
^fSevising rrouSh draft and what to avoid In business writing. 

We1ss,\llen. "Better Business Writing." Supervisory Manaqement, "3 parts. 
May-July, 1969. \ • / 

Practical points on business writing. Sophisticated in that it deals 
with interest and pejiuasion. rather than grammar. 
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COMMUNICATIONS ^ 

Wienan, Solomon. The Blue Book of Business Letter Writing. Simon and 
' Schuster. Regents Publishing winpany. New York. 1969. . 
A very complete reference book - kinds of business letters, 
parts of letters, a. section on grammar. 
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SELECTING A lOCATION 

This eeetiem includes mUHaU regarding oriteria for selection of a 
location for a bueineae and publications on buying an existing buszness 
versus starting one from scratch* 

Books and Periodicals 

Fowler, Robert A. and Hummel, Theodore W., Eds. Buverism - How to Buy a 
Fran chise or a Stnall Business . WWWWW Information Services, Rochester, 

'Assistance available to the buyer. Evaluating the opportunity. 

Questions to ask seller. This is a "how to" approach with emphasis 
'on the doing and not the theory of developing a small business 

.opportunity. 

Lowry. James. Using a Traffic Study to Select a Retail Site . SBA-GPO, 
Washington, D.C,, 1973. 

.This publication is. a discussion of the use ojF pedestrian and automo- 
bile traffic counts to estimate store sales, prior to site selection. 

# 

McKeever, J. Ross. Factors in Considering a Shopping Center Location. 
SBA Small Marketers Aid IU3. S6A.6f»0, Washington. D.C., 1970. 

The purpose of this Aid is to provide small retailers with background /. 
'information so that they can decide whether to locate their stores in 
shopping centers should such a decision be necessary. Among other 
things, it discusses the landlordrtenant relationship, the cost ^ 
picture, and shopping center characteristics. - , 

Vorzimer, Louis. Using Census Data to Select a Store Site. SBA-GPO, 
Washington, D.C., 1974. - '• 

An explanation of the value of census data in choosing a location for 
a small business. 

r 

Weber, Fred 1., Jr. Locating or Rgloca^^ "^.. ^"^^^"^^'-"^!^ - ^^.Hf^""^ 
Aid for Small Mar^ufacturers #201, SBA-GPO, Washington, D.C.. 1969. 

This is a very short and simple discussion of a company's market, 
available labor force, transportation, raw materials, available 
buildings/business sites, with emphasis on the practical. 



Films 

I t's Your Move, SBA. Sales Branch, National Audiovisual Center, 6SA, 
' Washington, D.C. 20409. (13 minutes) 

Designed to inform small business owners faced with relocation problems 
because of urban renewal about help available through SBA and Urban 
Renewal offices and to motivate them to take positive steps If they 
wish to relocate. 



FINANCIAL MANAGEMENT ' . ^ , 

'J'hui tioistion inolud&ki i>uhliaation8 on uttinj aoQomthij dnUi hi-uhikiu-j 
inth'iitmuHii, i>H(sin*j and otiier dcciniona,. * . 



Books and Periodicals 

Archer, Stephan 6. and O'Ambrosio, Charles -A. Bus>iness Finance; Theory an 
Management . 2nd ed.' MacMillan Company, Riverside, 1972. \ 

Suggested as an alternative text for those desiring yet another 

approach to -the finance side of business. Introductory section ' 

givesi a backgro.und of how finance has„ developed and its place 
within the business framework. 

Barker, Phyllis A. Budgeting in a Small Service Firm . SBA Small Marketers 
Aid #146. SBA-GPO, Mashington. D.C, 1571. 

This "Aid points but the value of budgeting in setting goals, planning 
for Increased brofits, and financial control. 

Crites, Sherman E. "Of Men and Money: The Problems of Small Business." 
Management Accounting . 51:14-16, 1970. 

Points out need for small businesses to have adequate "reserves" of 
people (employees and management), and money if t)iey are to have a good 
chance of success. 

Dun & Bradstreet Business Library. Cost Con tro l in Business . Apollo 
Editions, Business Bdoks, New York, 19707" 

This book considers managing vs. operating, reading finanv:ial state- 
ments, calculating mark-up and selling price. "Cost Control Check- 
1.1 St for Smaller Businesses " (Chapter 6). 

Gibson, James L: and Haynes, W. Warren. Accounting in Small Business 
Decisions . University Press of Kentucky, Lexington, 1963. 

How the use of accounting data can be of importance to the small 
business in making investment, pricing and other decisions. 

Hanson, Dale S. "Creative Financing in Today's Economy." Banker's 
Magazine . Jan., 1971. 

Four short cases are given to demonstrate the upplication of 
"creative financing In today's economy." 

Hungate, R.P. I nterbusiness i-inancing . SBA-GPO, Washington, D.C., 1969. 

Discusses the use of backing by a larger firm of a small business in 
order to enable the small business to be able to obtain a loan. Good 
background fc- a firm wishing to explore alternative means of expan- 
sion financing. 
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FINANCIAL MANAGEMENT (cont.) 

'Katz, Benjamin. Happiness or Misery . Overlook Company. New York, 1971. 

A technical approachjayiug out the reporting procedures necessary 
for the successful financial management of a small business. It is 
centered around, the. comptroller of the» organization. 

Kow^nda, Frank. Sweeping Profit Out the Back Door . Small Marketers Aid. 
#138. • SBAiGPO, Washington, D.C., 

This book advises small .business persons on how to be aware of and 
prevent small wastes which eat into profit. 

.Moore, Carl L. . Profitable Applications of the Break Even System . Prentice- 
Hall, Englewood Cliffs, 1971. 

Shows how the relatively simple concept of a bretk-even point can be 
enlarged and put to use in the control of costs, in the selection of 
the best economic alternative, and in making decisions and plans' in 
virtually every area of business endeavor. Several applications of 
the break-even concept are discussed and illustrated to stimulate 
thinking and to give ideas that can be applied to the reader's own 
business situation. 

Murphy, John. . Sound Cash Management and Borrowin g. SBA-GPO, Washington, 1571 

This book gives a lending officer's viewpoint and stresses the 
importance of good management. 

; Films . ^ 

' The Heartbeat of Business . SBA. Sales Branch, National Audiovisual Center, 
; 6SA, Washington, D.C. 20409. (14 minutes)' 

I Emphasizes the importance of financial management. The film opins 
; with Josh Billings, owner of a building supply firm, being taken to 
the hospital following a heart attack. Later, he, is visited jy Ben 
Heathefton, recent owner of a remodeling and home*»*3pair business. 
Through conversations between Josh and B6n and by r'iashbacks of some 
episodes In Josh's business afairs, some ^examples >f jood — and 
bad — financial management are dramatized. Ben, realizing the 
i.^portance of financial management, took steps to learn about and 
practice approved '^thods. In three recent years, 'he built up a 
profitable business. Josh, who had taken over his father's business, 
was in bad financial shape at the time of h<s heart attack. His 
con versa ♦'ions with Ben and review of Ben's notes from a financial 
management course convince Josh of his neea to improve his financial 
management practices. 



FINDING INITIAL CAPITAL • . , 

Publioatione included here aovez* finding capital for opening a business. 



Books and Periodicals 

The ABC's of Borrowing . The Financial Assistana Staff. SBA Management 
Aids ?or Small Manufacturers Jl 70. SBA-GPO. Washington. D.C. . 1969. 

This Aid cliscusses the -fol lowing fundamentals of borrowing: . 1) credit 
worthiness, 2) kinds of loans. 3) amount of money needed. 4) colla- 
teral. 5) loan restrictions and limitations. 6) the loan apgli cat ion 
7) standards used by lenders in evaluating the application.- The SBA 
loan ap'plication form is used to illustrate suggestions for filling 
out a loan application. 

Anthony. Edward D.. ed. Equity Cacti tal and -Small Business . SBA-GPO. 
Washington. D.C. 1960. ~ 

An SBA publication of short articles on equity capital. Authors 
include a bank credit officer, a professor of finance, and a small 
business owner. Topics include steps in incorporation, the role of 
the SEC, venture capita"", and the impact of the Small Business In- 
vestment Act of 1958. 

Cashin. James A. Building Strong Relation s with Your Bank . SBA Small 
Marketers Aid #107. SBA-GPO, Washington. D.C... 1964. 

This Aid discusses why owners of small retail, wholesale, and service 
firms should build strofig relations with their banks. The Aid also 
discusses ways for building strong banking relations such as: 1) 
matching the firm's needs and the bank's services. 2) getting to know 
the banker on a personal basis. 3) earning the banker's respect, and 
4) sharing plans for the future with him. 

Hardy. C. Col burn. "SBIC: Aggressive Banking Tool . " Banking Magazine . 
Sept. 1973. 

Gives the SBIC (Small Business Invest Companies) view of what they 
look for when a small business comes seeking qapital. 

"Raising Capital for Small Business.'" Business Week . Nov. 3, 1973. pp. 96 

ArtictV ^d&als with how to approach new venture capital markets and 
where rinancing may be found, what type of new ventures are preferred 
by le::ders. where venture money is going. Interview with A.J. Kelley, 
author of two how-to books on entrepreneurship. 

Rubel. :.M. and Novotny. Edwards feds. How to Raise and Invest Venture 
Capital . Hawthorn Books. Inc. Presidents Publishing House, Neipr 
York. 1971. • . , 

' A series of twenty-three readings on venture capital - where it comes 
from, how to get it, how to use it, etc.- Good reading for those 
interested in obtaining venture capital for small business. 
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LEGAL ASPECTS 



Materials listed in this section pertain to forms of mail l>uvini:vit orfjanizti- 
■tion, business lau, and legal resources available to the small businesapcrcon* 



Books and Periodicals ' • . j 



Arneson, John-. Preventiv e Law for Small Business . E. C. Boynton Printing, 
Minneapolis, 1956. 

'A very good short practical summary of what small businesspersons '"^ 
should know about law.^ Sections on partnership, contracts, buying 
and selling a business,' ins t^rance* etc; 

Collester, Donald G. The Organization and Sale of Small Businesses-. 



jster, Donald g. ine urgamzation anajs 
New Jersey Lawyers Skills Series, 19.72. 



/ This is a rather technical manual for lawyers. However, it has a 
' large appendix of forms used by small businesses that might be used 
as examples. 

Costeljl^tfT Frank Jr. Retirement Plans Jor Self-em'ployed Owner Managers . 
*1mall Marketers Aid #31. SBA-GPO, Washington, D.C., 1958. 

This book informs small businesspersons of the legal requirements 
for tax deductible retirement plans. 

Laughlin, Charles W. Legal Services for Small Retail and Service Firms . 
Small Marketers Aid #118. SBA-GPO, Washington, D.C., 1955. 

^ .This Aid discusses various aspects of conducting a retail or service 
business in which legal services are particularly desirable. Among 
^hem are: business organization, acquiring property, borrowing money, 
\i tax planning, employer-employee relations, litigation, credit 
problems, and disposing of the business. 

Leavy, Morton L. Law for the Small Businessman. 2nd ed. "Legal Almanac 
Series #29. Oceana Publications, Dobbs Ferry, ISS?*. 

A good legal guide, with emphasis on the practical everyday problems. 
Sections on organizing purchase, "what to know about a lease," 
business names. Sample forms (certificate of incorporation, partner- 
ship, etc.) included. 

Rosenberg, R. Robert. Understanding Business Law . McGraw Hill, Gregg, 
New York. 1973. 

This is a textbook for "young adults." It's long, with two advantages 
. --.simple but detailed; short cases as examples. Might be good for 
teacher reference or for students with special interest. 

Steps in Incorporating a Business . SBA Mariagement ^ids' for Small Manu- 
facturers #111. 5BA-6P0, Washington, D.C., 1974. 

This Aid contains no discussion of the advantages and disadvantages 
of the corporate form; it is limited to the steps involved once a 
decision to incorporate has been made; 
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LEGAL ASPECTS (cont.) 

Stone. Morris. ArhUration: Pe ^f^e Maker In Small Business.,. SBA-GPO, 
Washington, D,C., 19>4. 

This book Informs the small busi newsperson of the advantages of 
a^bitrSJioi over legal action and discusses the steps in using 
arbitration. 
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RECORDKEEPING 

This eeotion contains materials on bookkeeping and inventory contvol. 
Use of business records for financial management is covered under 
Financial Management, " ^ , • 

Books arid Periodicals 

Abraham, Alfred. Anal yze Your Records to Reduce Costs . SBA-GPO, Washing- 
ton, D.C. , '.9577 • 

Written by a certified public accountant, this book shows the small 
busines'sperson the importance of analyzing expenses and locating reducible 
expenses. Discusses how big sales volume does not necessarily equal ' ■ 
big profits. 

Albro, Victor. "How Time Sheets Improved Production Standards.", Inland , 
Printer/ American Lithographer . ..October 1971. 

• Illustrates how time sheets are used in small business and what 
advantages and- problems are encountered in using them. 

Brumnet, R. Lee and Robertson, Jack C. Cost Accounting for Sm all Manufac- 
• t urers . SBA-GPO, Washington, D.C, 1974. 

'Metalled flow charts showing "distril^uti on of costs over sections of 
manufacturing process. Also detailed examples of recordkeeping 
labor, overhead costs, inventory control, etc. May be too detailed 
for high school students, 

Cotton. John. Keeping Records In Small Business. SBA-GPO, Washington, 

• D.C, 1974. . , 

Nice, simple, general discussion of recordkeeping. Presupposes some know- 
ledge; for cj?ample, of what accounts receivable is. These aids 
may legally be condensed or reproduced. 

Greene, William. G etting the Facti for Income Tax Reporting . SBA-GPO. 
Washington, dTc. 1970. ' """^ 

This book emphasizes the importance of good recordkeeping for income 
tax reporting for the small businessperson. 

Internal Revenue Service. Tax Guide for Small Business . GPO, Washington, 
D*C, 1973. 

•A book that's good to know about but difficult to use; written in 
standard Internal Revenue Service style. 

kagan, Robert C, CPA. Financial Recordkeeping for Small Stores . SBA-GPO. 
Washington. D.C, 1966. \ 

An introduction to the basics of good recordkeeping and why they are 
necessary to enable the small business to operate effectively. 
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RECORDKEEPING (contj 



Reddlngton, Donald A. "Control Methods for Small Business." Management 
Accounting . Sept., 1973, pp. 15-lV. • . ' 

Lists essentials of good control practices. Describes what different 
arias of ISntrol invSlve; i.e., cost control, inventory control, . 
credit and collection control. 

Sanzo; Richard. Ratio AnaVvsis for Small Business . SBA-GPO. Washington, 
D.C., 1970. . 

Exolains ratio analysis and its use in detecting trends of the siriall 
bJs Jlesl. Ten kinds of ratios demonstrated (advanced arithmetic). 
Section on friendly banker lecturing a small businessperson.. 

Van'oe Mark, Robert. ' Controlling Ip"''"^"^^ ^'"^^^ Wholesale Firms. 
SBA-GPO, Washington, D.C., 1965. 

Covers simple inventory control. Contains samples of records. 

Films 

Th^ Langu age of Busine ss. SBA. Sales Branch. National Audiovisu^^^ 

• center! GSA, Wash ington, D.C. 20409. , (14 minutes, 50 ^seconds) 

The story line i^ drawn from the dramatic situation of a ^ai»;ly 
luccessful small-businessperson, Jack, who is pondering a big deci- • 

on!'1hiuirie lay it s'afe. going along as he is now do;ng wi t 
his radio/TV retail and service shop, or should he take t'^e/isK or 
oiln^ng a econd store in a new shopping center Paced with making 
thu decision Jack looks to his records for help but finds them 

• • S fustHr^Sls'lnability to Interpret tne facts and info™t,on ^ 

frustrates him to the point of making a late-night call for neip to 
Tom his accountant. Together, they analyze the.records. Tom 
Joints out problems and Ireas of adjustrr^nt in Jack's operation • 
He draws upon his experience with other businessmen to il ustrate 
dinger areas Bit bj bit, a new respect for records develops in 
Jack as he realizes their value in managing his business. 

A StsD in the Right Direction. SBA. Sales Branch, NHional Audiovisual 
— Center, (iSA; Washingto Tr7 D.C. 20469. (12 minutes^ 18 seconds) 

■-•^Through discussions between Ralph Brown and H.arry Newman (men's 

clS?hing store competitors) and flashbacks to some of Ralph's problems 
anS accomplishr^nts in developing successful c°"trol procedures, the 
film dramatizes the importance of merchandise control in retail stores 
and illustrates some effective control systems and techniques. 
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PERSONNEL ' 

7his aeotion includes puhtioationa on general pereonnet mnagement — 
kiringt firing, o^b deaoHptions, and employee training. 



Books and Periodicals ' . 

Bruce, Martin M.. Ph.D. Human Relations in Small Business . SBA-GPO, 
Washington, D.C., 1969. 

This publication discusses the relations between small business 
owner-managers and vyorkers, including finding and selecting a 
working staff, developing workers,, and guiding and motivating 
workers in the direction of management's goals. A short annotated 
bibliography for further study Is included. 

Sturnn, David A. "Conducting a Job Interview - Select - .Don't Settle." 
Supervisory Management . November 1973. 

Gives practical ^advice on* interviewing applicants - how tc best 
obtain Information from them, Some practical tips. Not specific, 
to small businesses. ' ' 

€ 

"Tips for the Boss When It's Time to Fire." Personal Business . August 14, 
1971. 

Lists specific practical points about actually telling the employee.- 
Final section applicable only to executives. 

Walsh, William J. "Writing Job Descriptions: How and Why." Supervisory 
Management . 17:2-8, 1972. 

Describes the value of job descriptions in hiring and appraising 
employees. Discusses how to define work categories, how to gather 
accurate Information about jobs, and how. to organize written job 
descriptions. - 

"When an Employee's Behavior Becomes a Problem." Supervisory Management . 
January 1970. 

What .needs discipline and how to discipline. (Condensed from Modern 
, Office Procedures .) 

Zeitlin, Lawrence. "The Easiest Kind of Job Enrichment: Let Employees Steal. 
Psychology Today . June 1971, p. 7. 

Business Ethics in reverse — when should a manager be selectively 
' inattentive? Discusses the idea of controlled employee theft as a 
motivational tooK . 

Films 

the Man or Woman for the Jot); .;; SBA. Sales Branch, National Audiovisual 
Center, GSA, Washington, 'd.C. 20409. "(14 minutes) 

Points out the importance of effective employee recruitment and selec- 
tion procedures through the experiences of a small print shop owner who 



PERSONNEL (cont.) 

learned the hard way that such procedures are necessary. Brief 
vignettes of other types of business reflect various sourj:^es of 
• employees. 

Anything is P ossible -- With. Training . SBA. Sales Branch, National 

Audiovisual Center. GSA, Washington. D.C. 20409. ^ (13-1/2 minutes) 

Examples of successful employee training in a telephone answering 

service, a boat yard, and a newspaper office convince a woman 

planning to open a restaurant that employee training is essential to 
business success. ^ 



»25 

33 



PURCHASING • 

fhitt itoitLion indtudcit \>ublujatiom mtaiinij to i\ui>}>/i< fii. 

Books and Periodicals 

-••What's the Right Price?" Purchasing . January 11 , 1972. 

Presents a list of twelve questions for buyers to c,ons1der in order 
to avoid a stereotyped approach to purchasing. Acceptance of a 
compromise middle range bid, does not insure getting t^: best goods at 
the right price. Factors discussed include number and qualifications 
in quote requests, and the price ranges of bids received. 
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SULING 

c 

This septicn on selling inotudee publiaations on advertiaingt market 'rcaearoh, 
"and merchandieing (display^ layout, oustomsr relations, orejiit, aalesperaonship) . 

Books and Periodicals , - » \ , 



Blackwell, Roger G. Knowing Your Image . SBA Small flarketers Aid #124, 
Washington, D.C., 1967^ 

This aid discusses the importance of image, image formulation, price, 
merchandise mix, employees, store appearance, clientele, advertising, 
image adjustment, *^e>val4iation of image. 

Collazzo, Charles. Building Good Customer Relations . SBA-GPO, Washington, 
O.C., 1966. 

Discusses the need for good taste and discretion in community and. 
customer relations. 

Cook, Harvey, R. Selecting Advertising Media; A Guide for Small Business . 
Series #34, SBA-GPO, Washington, D^C.i 1969, 114 pages, 

- This publication is intended to help the small businessperson choose 
between a number of possible channels for making his or her product, 
service, or store known to potential customers. It points out the 
advantages and disadvantages of each medium and suggests ways to judge its 
probable usefulness i.* business. 

frown, Paul. Retail Merchandising . Oceana Publications, Dobbs Ferry, 1966. 

Emphas^is in this short and detailed publication is on pricing, 'planning 
salesi\ontrolling inventory. Explanations of the arithmetic, involved 
are also^lncluded. 

Pram, Eugene. What You Should Know About Small Business Marketing . Business 
Almanac Series No. 11, Oceana Publications, Dobbs Ferry, 1968. 

A very good short, practical businessperson 's guide clearly and concisely 
written. Includes sections on testing, selling, pricing. 

Haas, Kenneth. Professional Sa tesmanship . Holt Rinehart and Winston, New 
York, 1962. 

This book includes a good section on retail salesmanship with practical 
suggestions — what not to do and s^ay, etc. It also includes a fairly 
interesting section on customer psychology. 

Hanan, Mack. "Gettini, Ready for the Services Sell." Sa les Management , 
108:40 (1972). 

Tips on service-oriented selling. 

The H andicraft Business . Bunk of America. 1972. 

Good introductory "pamphlet on selling handicrafts; fairly easy reading. 



SELLING (cont.) 



HoUoway, Robert J. Marketing Research and Market Planning for the Small 
Manufacturer . University of Minnesota^ Minneapolis, 1961. 

An SBA- sponsored study of the use of marketing research and market 
planning by small manufacturers In Minnesota, describes the advan- 
tages and limitations of some market research techniques.. 

"Industrial Marketing Copy Chasers Function of Uyout Is Simple as 1, 
2, '3." Industrial Marketing . January. 1972. 

Gives a list of layout functions and examples. 

f 

Johnson, Barbara. "Census Data: How to Use a Basic, But Often Overlooked, 
Market Planning Tool." Industrial' Marketing . April, "1972, pp. 24-26. 

Provides a suimiary of services and, information available from the 
Census Bureau and useful to industrial marketing. Census data is seen 
as most helpful in making decisions on acquisitions, new plant loca- 
tions, and new product lines. Includes some pro and con opinions on 
the. value of census data from industrial marketing managers. 

Lennon, Victor A. What Is 'the Best Selling Price? SBA Management Aids 
for Small Manufacturers #193. 5BA-6P0, Washington, O.C., 1968. 

This Aid discusses the various aspfects of pricing and the interrela- 
tionships and complications -Involved. 

"A Life Style for Your New Store." Stores . December, 1970, pp. 9-12. 

Store design trends, including uses of color, plastics, display racks, 
' contempor^iry furniture, for clothing stores. 

Luick, John P. and Zleigler, William L. Sales Promot ion and Modern Msrchan- 
dising . Perspl&tives in Marketing Series. McGraw Hill, New York, 1968. 

This is a basic background book on sales promotion and merchandising, 
focusing mainly on introduction of new products. Also included is a 
chapter on retail store sales promotion devices. 

Michigan, University of. Retail Salesmanship; Center for Programmed 

Learning for Business . Addison -Wesley Publishing Co., Reading, 1968. ^ 

A programmed text emphasizing actual sales situations. 

Nelson, Norbert. Selling Yotfr Crafts . Van tlost rand Reinhold Publishing Co., 
New York, 1957: 

An inttoductory coverage answering^ the basic questions arising in 
selling home Industry products and handicrafts. 

O'Brien, Joseph D. A Pricing Checklist for Managers . Small Marketers Aid 
#105. SBA-GPO, Washington, D.C., 1964. 

This Aid includes questions on business costs, buyer motivation, timing, 
and competitors designed to help small marketers in evaluating pricing 
policies and practices. ^ ' ^ 
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Vl.tlNG (cont.) • 



Otlorbourq, Robert K. Bulldinu Customer Confidence in Your Service bhop. 
S6a Small Marketers' R<d ?l2BV"W-lS>07*Was>jington. D.C.'. 1^67. 

Subjects: solid toundationt code of ethics, honestyi work completed on 
tine, providing loaners,^ catoring to special groups, the do-lt-yoursell 
' problem, adju&tiity to change, cuiiinunlcdLlori, dii industry In tiux. 

.Pickle, Hal; Abrahamson, Royej Porter, Alan. "Customer Satisfaction and 
' Profit in Small Business." Journal of Retailing , Winter 1970-71, 
Pt 38. , 

A research project that attempts to quantify which factors are 
considered very Important, important, and of no significant importance 
to customers. . 

"Retailers Try Out Flexible Face Lifting." Business Weiek , January 15, 1972, 
p. 74. 

This article is concerned with new trends in retail display,, mainly 
in larger clothing stores. Some of the points, however, help create 
an awareness of display as a selling factor. 

Robertson, Laura. How to Start a Money-making Business at Home. F. Fell. 
1969. 

» 

" A*simply presented and interesting book of practical ideas for starting 
twelve types of small businesses; such as art' rental agencies, personal 
shopping services, and babysitting services. 

Sorbet, Elizabeth M. Measuring the Results of Advertising . SBA Small 
Marketers Aid #131. SBA-Spo, Washington, D.C., 1965. 

This Aid gives pointers on planning ads and discusses several devices 
which can be used to compare advertising effectiveness. 

Taylor, Charles. Merchandise Assortment Planning: The Key to Profit . 
National Retail Merchants Association, New York, 1970. 

A very nice book on planning ar\C purchasing merchandise — how to classify, 
how to determine quantities needed, etc.. Most of the examples are 
from fashion stores, but the principles are general. 

Telchn, Charles and Helfant, Seymour. Plan Your Store for Maximum Sales 
and Profit . National Retail Merchants Association, New York, 1969. 

A good handbook on store design, including details of layout, store 
fronts, interior fixtures, etc. Discusses how to plan and execute 
remodeling projects. 

Valenti, Gabriel M. I nterior Display: A Way to Increase Sales . SBA Small 
* Marketers Aid #lTl. SBA-GPO, Washington, D.C, 1^^65i., 

This Aid discusses four ingredients which are necessary for building 
a display, fixtures, color signs, and lights. It points out that 
the difference between a commonplace display and an outstanding one 
is often slight and yet v?ry important. 



SEUING (cont.) • • . ■ . * ••■■^ 

X- 

■ " . ^ . " ■ ■ MS 

VtrrilK Addison. Reducing Shopliftino losses . SBA-GPO, Washington, O.C. , J 
■''1967. . ■ ; ■ v ' ■ ■•' ' \ ■ 

Discusses how to stop and/or foi,l shoplifters. " ^ 

Weiss. E. B. IQIO Tested Ideas that Move Merchandise . • McGraw Hill, New 

York, 1962. ^ 
A handbook of ginmicks (special sales, displays, giveaways, etc.-) with 
a particularly useful section erftitled "581 everyday ideas that move 
merchanaise everyday.;!'. . ' 

Witt, Scott. How to Make Big Money at Ho me in Your Spare Time. Prentice-Hall ' 
Publishing Company, tngiewood Cliffs, 1971. 
This book°contains many ideas for at home businesses (home typing 
services, mail order businesses, resale shops); a book with a strong 
positive attitude towards working at homfe. 

Wood, Jane. Selling What You Make . Pengiun Books, Baltimore, 1973. 

A guide to help the home craftsperson sell his or her products with 
sections on direct selling, selling to stores, forms, and recordkeeping. 

* * 
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(The following films are distributed through the Small Business Adminis- 
tration, Sales Branch, National Audiovisual Center, 6SA, Washington, D.C., 
20409.) 

The Advertising Question . SBA (13 min. 50 sec.) 

Designed to correct some of the misconceptions and change some of the 
attitudes which many small businessmen display toward advertising. 
It begins with the introduction of a new small businessman about to 
open a drug store. He hopes to get by without much advertising other 
'than point-of-sale advertising. A newspaper owner raises the question, 
"How are you going to get customers into the store?" The values and 
techniques of advertising are developed in a discussion between the 
druggist and the newspaper owner, and some business examples are. 
shown to emphasize pertinent points. 

The Calendar Game . SBA (13 min. -30 sec.) 

Emphasizes the need for planning and budgeting of advertising by small 
retail and service businesses. The film begins in the office of the 
owner of a drycleaning shop. The cleaning shop proprietor points out 
to a business friend that he aims his promotions to reach, at 
specific times, customers who are most likely to be ready for his 
service and explains his method of choosing media and directing his 
advertising. In a friendly give-and-take discussion, the two touch 
upon budgeti;ig, timing, choice of media, and plans for specific 
promotions. 
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SELLING (cont.) 



The Follow Up . SBA (13 min.) 

Illustrates the value of following up on advertisements and promotions. 
Action takes place in an appliance sales/repair shop owned by two 
partners, Sam and Roger. When the story opens, Sam Isn't much Impressed , 
with Roger^s strong belief In follow-up as a way to develop additional 
business and as a guide to future promotions. Further discusslo/i 
between the two, together with 11 lust rat Ions. of following up on a 
radio commercial, soliciting customers' reactions to store layouts and 
polnt-of-salo ads, and getting business associates' opinions of ads 
used or planned bring out many of the factors to consider in adver- 
tising/sales promotion follow-up. 

The Professional . SBA (30 min.) 

A dramatic film which builds pride In the job of a salesman and shows 
salesmen what they must do to be truly professional In their field. 
Van Johnson and Forrest Tucker team up In this moving story of a 
salesman searching for the principles that will put him at the top 
of his profession. The salesman in the film discovers those principles — 
masters the key concepts of really effective, results-getting salesmanship 

You and Your Customers . SBA (14 min.) 

Dramatically presents situations which small retailers may encounter 
involving customer relations. Stimulates audience Involvement by 
Droviding opportunities to stop the film for discussion following 
some of the more detailed situations and then showing "possible solutions' 
or alternative ways of handling these situations. 

Variations on a Theme . SBA (13 min. 15 sec.) 

Calls attention to some of the Important steps in planning a sales 
event. The action takes place in a women's ready-to-wear shop. In 
the opening scene, the proprietor Is announcing to his employees a 
special store event — the store's twentieth anniversary sale — and 
inviting all of them to help plan it. Conflict Is provided by 
the cashier who is rather scornful of the idea of advertising nd 
promotion themes. In resolving this conflict, the proprietor points 
out many of the factors Involved in Implementing a successful sales 
. event. Subsequent meetings with all store personnel further 
illustrate step-by-step preparations for the anniversary sale. 
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PRODUCTION 

Thie aeation pbvere all aspeots of owning and operating email manufacturing 
donceme. ^ 

Books and Periodicals 

Buffa, Elwood S. Modern Production Management . 4th ed. John Wiley and 
Sons. New York, 1973. [ 
' This Is a well presented text of material on production management; 
■ a good modem reference for high school students that they should 
find more appealing than the traditional approach. 

♦ 

Education Comnlsslon of the Material Handling Institute. Improving Material 
, Handling In Small Business . SBA-GPO. Washington. D.C.. 1969. 

This publication, written for small manufacturers, ^iscusses transporta- 
tion and storage of material, types of material handling equipment, and 
how to choose the proper equipment. 

Faucett. Philip M. Management Audit for Small Manufacturers. SBA-GPO. 
Washington, D.C., 1953. 
' A yes-no question list for self appraisal. 

Fourre. James P. Critical Path Scheduling . Bulletin No. 114. American Managemen 
Association. New York. 1968. 

A quick treatment of basics of CPM and an appraisal of the value of 

. PERT; that is. it can be used as a production tool and not just for 
research and development projects. 

Hoad. William M. and Rosko. Peter. Management Factors Contributing to the 
Success or Failure of New Small Manufacturers . Bureau of Business 
Research. Graduate School of Business Administration. University of 
Michigan. Ann Arbor. 1964. 99 pp. 

This book is a compilation of 35 cases concerning actual small businesses 
and their management. People in these cases cover a wide range, 
illustrating the diversity of small businesses and their problems. 

Inmer, John. Profitable Small Plant Layout . SBA-GPO. Washington, O.C. . 1964. 
A discussion of various plant layouts for small manufacturers that could 
increase profits. 

Jordan. Henry H. Jr. "A Checklist for Production and Inventory Controls." 
Management Review . 59:38-46 (1970). • 

A 20-item checklist for analyzing the effectiveness of production and 
Inventory control systems. 

"Management Aids for Small Plants." Inland Prlnter/^^merican Lithogr apher. 
1970-1974. 

Each month the above section carries an article de/oted to small plants. 
Suggested for general reading in soiall plant managefi^ent. 



PRODUCTION (continued) . 

ftoklckl. Gerald J. "This Production Control Systenj for Small Printer Really 
Does." Inland Prlnter/AmeHcan Lithographer , i May, 1973. 

A "how we did it" article that describes how a small business can 
^ SseTodSction control sheets to determine hoy* to better utilize its 
production factors. • 

'woodruff, Archibald. Success and Failure in S mall Manufacturing. Univer- 
sity of Pittsburgh Press, PittSDurv;h, 1958. 

Good discussion of small manufacturer's problems, including poor ' 
market research, poor recordkeeping, u.^clear objectives, excess ve 
?1«f cSrtf? Wis of "critical incidents" Iwhich led to colUpse) 
and their underlying causes. 
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MISCELLANEOUS 

Thia section ineludee publioationa on speaial probteme of email bueinese, 
ranging from preventing embezzlement to oomputera for email buaineee, 

\ 

Books and Periodicals 

Boerum, Marie. Discover and Use Your Public Library . Management Aid #202. 
SBA-GPO, Washington, D.C., 1969. ' 

This Aid describes some basic reference books and other sources for 
business Information. It also outlines the services owner-managers 
can expect of their libraries, Including Inter-library loans whtc^ 
extend those services beyond their localities, 

Caley, John. Computers for Small Business . SBA-GPO, Washington, D.C., 1971. 

This publication discusses how a small buslnessperson decides whether or 
not to use electronic data processing service bureaus. 

/ Curtis, S. J. Preventing Burglary and Robbery Loss . SBA-GPO, Washington, 
D.C., 1968. 

A discussion of the various types of protective devices. 

Greene, Mark, insurance and Risk Management for Small Business . SBA-GPO, 
Washington, D.C., 1970. ~ 

\ A good insurance book, explaining points such as how to select an.^agent, 
the types of coverage available, and common insurance terms. 

- . Insurance Checklist for Small Business . SBA-GPO, Washington, D.Cc 

197T: ' 

A checklist of types of Insurance and how to organize an Insurance 

program. 

Halverson^ Gerald. Can You Afford Delivery Service? SBA-GPO, Washington, D.C. 
1968'. 

Methods and costs of delivery services. 

Kolodny, 'Leonard. Outwitting Bad Check Passers . SBA-GPO, Washington, D.C,, 
1969. • ^ 
A useful explanation of seven different types of bad checks and how to 
foil the "bad check passer. 

Moran, Christopher. Preventing Embezzlement . Small Marketers Aid #151. 
SBA-GPO, Washington, D.C, 19^3. 

Realistic safeguards against embezzlement. 

"Small Businesses Can Be Exporters." Commerce Today . 2:21 (1972). 

This article gives a brief introduction into exporting as a small 
business an>1 where funding can come from. 



MISCELLANEOUS (cont.) 
Films 



The following films are di'Stributed through the Small Business Adminis- 
tration, sil Is Branch. National Audiovisual Center. GSA. Washington. D.( 
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Burglary Is Your Business . SB^{15min.) c . 

Through an investigation by a police department detective following . 
a burglary at a home furnishings/appliance store and ..the detective s 
conversations with the store owner, the film points out security 
measures which retailers should take to prevent burglaries. 

• *. ■ ■ 

The Inside Story . SBA(15min.) 

Through conversations and activities of Sam tiattison. owner of, a • 
small manufacturing plant, and his security man. Vince Clark, ^he 
film illustrates steps which can be taken to limit or prevent 
• pilferage by plant employees. Though Sam is vehement about not 
wanting to suspect any of his employees, facts reveal tiiat an old. 
trusted employee had been pilfering for years. 

It Can Happen to You . - SBA (15 min.) 

Outlines the experience of Jack Norton, a hardware store owner, in 
cooperating-with a police lieutenant to get the facts about an 
employee pilferage problem. The police lieutenant points out 
situations .and procedures which encourage pilferage and shews how 
to remedy these matters. 

The Paperhangers . SBA (31 min.) 

The nation's most expensive- and popular crime - check ^[^ud Is 
explored in this film, which is directed to businessmen and their 
' employees. The film shows how most bad check passers -- or paper- 
hanoers" as they are known in police circles - can be stopped in 
* their tracks by an efficient check-cashing procedure. Such a pro- 
cedure is shown in detail, along with guidelines for carrying 1t 
out. Two former "paperhangers" discuss the most common errors 
made by businessmen and show techniques frequently used for passing 
bad checks. 

Plant Pilferage . SBA (32 min.) 

Directed to industrial management, this comprehensive film covers 
a large loss to industry - pilferage -- which reduces P'^o^lts by 
the staggering amount of one billion dollars every year. In this fil 
a visiting management group tours a plant where security measures 
are being taken and has each of eight steps in a successful pilferage 
protection program demonstrated to them in a realistic fashion. 
Apprehension of the thief, it is pointed out. is not the answer to 
pilferage. Prevention is the answer - prevention is not only the 
best but the easiest defense. 



MISCELLANEOUS (cont.) 



The Seventh Chair . SBA (12 1/2 min.) 

The film openi 1n a conference room where five small business owners 
are meeting with ^the credit manager of a large department store who 
acts as moderator. The five small business owners are a food caterer, 
a lumber dealer, a druggist, a haberdasher, and a florist. Each has 
credit and coTlection problems which are presented in the round-table 
'conversation or in flashbacks to the places of business. Throughout 
the meeting, one chair is empty. At the end of the film, the moderator 
faces the film audience and says, "This seventh chair is reserved for 
you. What would ^ say if you were sitting here?" 

The Shoplifter . SBA, (20 min.) 

Shows techniques used by amateur and professional shoplifters. The 
film points out the alarming fact that one of every sixty customers 
will try to steal and suggests ways of preventing much of this stealing 
k convicted shoplifter demonstrates stealing methods under actual 
conditions and explains how alert and informed employees could have 
prevented the thefts. 

They're Out to Get You . SBA (12 1/2 min.) 

The main character in this film is Ralph Massey, w professional 
shoplifter. Ralph Is in jail, but he's making plans to continue 
his "trade" when released. Through conversations with his cellmate 
and flashbacks to some of his shoplifting episodes, Ralph shows 
how shoplifters operate and, indirectly, points out preventive 
measures small businessmen can take to limit shoplifting in their 
stores. 
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SPECIAL CAStS 

The folla\jing publicotiona, publiehed by the Smalt BUsineaa Adminietration, 
relate to the etortu^^ and managing of particular types of mall hueinauocn. 



Bragin, Morrie. S tarting & Managing , a: Small Retail Camera Shop . SBA-GPO, 
Washington, D.C., 1969, 69 pp. '' ' ^"^ 



Erlandson, Ray S. Starting & Managing a Small Retail Music Store . SBA'-GPO. 
Washington, D.C., 1976, 81 pp. ' 

Fairbrook, I>a"u1. Starting & Managing a Small Restaurant . SBA-GPO,- Washington, 
D.C.i 1964, 116 pp. 

* ^ . 

Gladwell, Lloyd. Starting & Managing A Small Retail Drugstore . SBA-GPO, 
Washington, D.C., 1966, 101 pp. , 

Grady. Noel. Starting & Managing a Small Dry v^leaning Business ^ SBA-GPO, 
Washington, D.C., 1966, 77 pp. 

Harper, Maxwell, and Pell, Arthur R. Starting ;&. Managing an Employme-tt 
Agency . SBA-GPO, ^Washington, D.C., 1971, 114 pp. . 

Immer John R. ' Starting & Managing a Small Building BusihessV -^BA-GPQ, " 
Washington, D.C., 1962, lUZ pp. ^ ~ " .' 

Johnson, Glenn. Starting & Managing a Small Shoe Service Shop . SBA-GPO, 
Washington, D.C., 1968, 86 pp. • . 

! 

Krone, Paul R. Starting & Managing a Retail" -lower Shop . SBA-GPO, Washington. 
D.C... 1970. 121 pp. 

Laws, Dwayne. Starting & Managing a Small Retail Har.dware Store . SBA-GPO, 
WashingtonTD.C., 1964, 73 pp. 

McKenna, Francis X. Starting & Managing a'Small Drive-Jn Restaurant . SBA- 
GPO, Washington, D.C, 1972, 59 pp. ■ 

Reed, Walter W. Starting & Man aging a Small Automatic. Vending Business . 
SBA-GPO. Washington, D.C. .' 1967, 70 pp. 

Rok«, Joe and Gores. Stan. S tarting & Managing a Pet Shop . SBA-GPO. 
Washington. D.C, 1970. 40 pp. 

Starting _and Managing a S ervice Station . Small Business Administration 
ijTfTcT'oTnnTforr^ Washington, D.C. 1961 . 76pp. 




Chidakel, Myer R. Starting & Managing a Carwash . SBA-GPO, Washington, D.C.,. 
. 1967, 76 pp. 



SPtCIAL CASrS. {uMitimuHt^ 

0 

Starti ng at\d Matiaging a Small Reta il Jew elry Stoie . Small Business Admin is 
tration Offlw of Management Assistance, Education Division. SBA-6P0. 
Washington, D.C., 1971, /5 pp. ,4 

a ... 

Waret Henry Starting & Managing a Suap Shop or Consignment Sale Shop , 
SBA-GPO, Wash1ng^ton» D.C^t 1958, 78 pp- 

Whlttlngton, H. Starting & Managing a Small MoteK SBA-GPO, Washington, 
D,C,, 1963, 70 pp- 
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SBA BIBLIOGRAPHIES 

The folloiiing bibliographies, published by the Small Business AMnistration, 
cover specific types of small businesses and some of the tasks peaulvar to 
smalt business omers and managers, 

9 

BUke. Wm. Henry. Retail Credit and Collections . Small Business Biblio- 
graphy No. 31, SBA-GPO, Washington. 196S, 11 pp. 

Christensen, Edward L. Food Stores . Small Business Bibliography No. 24. 
SBA-GPO, Washington. D.C., 1970. 8 pp.° 

Volunta ry and Cooperative Food Chains . Small Business Bibliography 
"No."5?yrTBA-GP0, Washington. D.C.. ly^u, 8 pp. 
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Davidson. W. R.; Doody. A. F.; and Sweeney. D. J. Retailing. Small Business 
Bibliography No. 10.. SBA-GPO. Washington. D.C.. 1969. lb pp. 

De Boer. 1)0^6 M. Marketing Research Procedures . Small Business Bibliography 
No. 9, SBA-GPO, Washington. D.C.. 1967. 12 pp. 

National Directories for Use in Marketing . Small Business Biblio- 
graphy TJoTTsTIbA^^GPOTw^^ 1973, IB pp. 

DeBolt. Don. Men's and Boys' Wear Stores . Small Business Bibliography No. 
45. SBA-GPO. Washington. b.C. 8 pp. 

Forte. Darlene 0. Wholesali ng. Small Business Bibliography No. 55, SBA-GPO. 
Washington. D.C.. 1973. 8 pp. 

Gillespie. Karen R. App.rpi .nd Accessories for Women. Misses, and Children. 
Small Business Bibliography No. 50. SBA-GPO. Washington. O.C., 1971. 
23 pp. 

Gores. Stan. Pet Shops . Small Business Bibliography No. 76. 
Washington. D.C.; 1967, 4 pp. 

Gray, Robert W. Haliilii crafts . Small Business Bibliography No. 1. SBA-GPO. 
Washington, f.C. . 1973. 8 pp. 

Grey. Milton K. H obby Shops . Small Business Bibliography No. 53. SBA-GPO. 
Washington. DTC. . 1?71. 8 pp. 

Hollander. Sidney, Jr. Variety Shops . Small Business Bibliography No. 21, 
SBA-GPO, Washington", D.C. , l^b'sT 8 pp. 

Home Businesses - Bookkeeping, Catering, Baby_slltJna. Small Business Biblio- 
— ""graphyWrrrsTiV^W: Washington, D.C., 1973, 8 pp. 

Janezeck, Elizabeth' G. Store Arrangement and Display . Small Business 
Bibliography No. 52, SBA-GPO, Washington, D.C., 1966, 7 pp. 

Mm, Karl. Soft Frozen Dessert Stands ^.'^all Business Bibliography No. 47, 
SBA-GPO, Washington, D.C., 'll pp. 

Kudrl e. Albert E. Motels. SmalT Business Bibliography No. 66, SBA-GPO, 
Washington, D.C7n^70, 11 pp. 
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SBA BIBLIOGRAPHIES (continued) 

Lloyd, wmiam B.* Woodworking Shops . Small Business Bibliography No. 46» SBA-GPO 
Washington, D.cr, 197Z, IT pp. 

Loen. H. 0. Personn el Mafiaqement . SmaM Business Bibliography No. 72. SBA- 
GPO, WashlngtonTu.C., 1969, 12 pp. . . 

McClanahan, William G. Photographic Dealers and Studi os. Small ""'isiness 
, Bibliography No. 64. SbAW. Washington. D.C.. 1$68. 8 pp. 

* 'f^^^^UlJ* J?**^??^ ^' ^5jygstore4- *5mall Business Bibliography No. 33. SBA- 
GPO. Washington. D.C.. 1970. 8 pp. 

Millican. Richard D. Selling by Mail Order . Small Business Bibliograohy 
: No. 3. SB/\.6P0. Washington. O.C.. 1568. 11 pp. 

Mulvlhin. Donald F. Inventory Management . Small Business Bibliography 
No. 75. SBA-GPO. Washington. t).C.. ld65. 8 pp. ' . 

Myers. Robert H. Suburban Shopping Centers . Small Business Bibliography 
No. 27. SBA-GPO. WashTngton. D.C..1970. 12 pp. 

01 Shan. Nathan H. Recordkeeping Systems — Small Store and Service Trade . 
Small Business Bibliography No. 15. SBA-GPO. Washington. D.C.. 19?3'." 
11 pp. 

* 

Pearson. Karl 6. Real Estate Business . Small Business Bibliography No. 65, 
SBA-GPO. Washington. D.C.. 1968. 12 pp. 

Pinney. John J. The Nursery Business . Small Business Bibliography No. 14^ 
SBA-GPO. Washington. D.C... 1571. 12 pp. 

Rice. J. Wade. Advertising — Retail Store . Small Business Bibliography 
No. 20. SBA-6P0. Washington. D.C. 1966. 7 pp. 

. Furniture Retail inq . Small Business Bibliography No. 48. SBA-GPO. 

Washington. D.C. . 1967. 8 pp. 

* 

_. Painting and Wall Decorating . Small Business Bibliography No. 60, 

SBA-GPO. Washington. 5.C.. 1W. 8 pp. 



Retail Florist. Small Business Bibliography No. '74, SBA-GPO, Wash- 
ington. D.C. 1967. 8 pp. ' 

Smith, Leonard J. Training Commercial Salesmen. Small Business Bibliography 
No. 56 j SBA-GPO. Washington. D.C, 1972. 7 pp. 

Wanderstock. Jeremiah J. Restaurants and Catering . Small Business Biblio- 
graphy No. 17. SBA-GPO. Washington. .D.X. , 19/0. 20 pp. 

Williamson. Max L. Bookstores . Small Business Bibliography No. 42, SBA-GPO. 
Washington, D.C, 1968, 8 pp. 

Windeshausen. H. Nicholas. Discount Retailing . Small Business Bibliography 
No. 68. SBA-GPO. Washington. D.C, 1968, 7 pp. 

Wingate, Isabel B. Buying for Retail Stores . Small Business Bibliography 
No. 37, SBA-GPO, Washington, D.C, 1967, 12 pp. 
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STOPPING A BUSINESS \- 

Ae we expected in our literature eearah, there is ver^j 'little material 
available that deals with haw to stop a' small business, 

t 

Books and Periodicals - . 

r . ^ 

Bunn, Verne A. Buying'and Selling a Small Suslness . SBA-GPO, Washington, D.C., 
1969. 

This publication serves as a guide to areas needing Investigation and 
to some approaches that may be helpful to the prospective buyer or seller 
of a small business before the buy-sell decision is made. Case examples 
are used to review the technical aspects of the bay-sell transaction. 

CoUester, Donald G. The Organization and .Sale of Small Businesses . New . 
- Jersey Lawyers Sk ilU Series, 1972. 

This Is a rather technical manual for lawyers. However, It has a large 
appendix of forms used by small businesses that might be used as examples. 
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CURRICULA 

Although there are many curricula available relating to general business 
or distributive education ^ we have chosen only to include curricula dey^l^ 
ing specifically with small businese* 



The State Education Departmenc. Bureau of Continuing Education Curriculum 
development. Small Business Management Adult Course Outline. ^ 
The University of the State of New York. Albany. 1968. 

A ten hour, six lesson course teacher's guide. Detailed course 
, content, presupposing knowTecI^fe of small business. The course in- 
cludes teaching suggestions with summaries at the end of each lesson. 

_^ , Small Business Managerrient Part I . The University of the State 

of New York. Albany. 1968. . 

The course outline Is designed for the -.we of teachers of small 
business management In secondary school programs. Course content and 
teaching suggestions are given for each lesson. Part I covers 
reasons for success In small business management, sources for obtaining 
money, recordkeeping, marketing and selliing. advertis.ng and sales 
promotion and credit and collections. 

. . Small Business Management Part II . The Uni^versity of the State of 
New York, Albany. 19707 ~ 

. fi 

This is a continuation of the above course und follows the same 
format. It covers budgeting, expense control and profit planning, 
taxation and government regulations, business insurance, employee and 
public relations, store location and layout and sources of assistance 
and information. 

Training Research and Development Station. Department of Manpower and 
Immigration. Small Business Management . 3rd ed. Saskatchewan 
. NewStart. Prince Albert. Saskatchewan. Canada. 1973. 

Included In this course are the Instructor's Manual (4 volumes, 
approximately 2.000 pages). Student Materials (a kit for 20 students)., 
and 80 overhead projectuals. The Instructor's Manual sets out the 
lesson objectives, lists the resources required, and provides detailed 
lesson plans for each of the 134 lessons covering the following areas: 
Management Process. Marketing. Finance Accounting and Bookkeeping. 
Personnel Management j Business Law, Personal Finance. Business 
Conniunlcatlons. Prpductlon Management, and Office Procedures. The 
introduction to the course explains the many methods and techniques 
used In the course to encourage Involvement and participation of the 
students in the learning experience. The Student Materials Kit provides 
the necess^Vy student materials (special readings, exercises, and 
cases) to be used In conducting the Small Business Management course. 
There are over 1,200 pages of material per student. The overhead 
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CURRICULA (cont.) 



transparencies are used throughout the course as a. stimulus to 
encourage discussion, as visuals to facilitate retention, and as 
a summary of course content. 
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APPENDIX A 

t 

Books and Periodicals on 
Small Business Ownership and Management 

i. 
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AUTHOR AND TITLE* 



CONTENT 
AREAS 
COVERED 



GRADE 

LEVEL 



GENERAL APPEAL 
TO TEACHER 



GENERAL APPEAL 
TO STUDENT 



PRACTICALITY 



The ABC's of Borrowing ." SBA. 

Abraham. Alfred. Analyze Your 
Records to Reduce Costs 

Albro, Victor, How Time 
Sheets Improved Produc- 
tion Standards 



Allen, .Louis. Starting and 
' Succeeding In Your Own 
Small Business '. 

Anthony, Edward L.» Ed. Eguitv 



finding capital 



recordkeeping 



recordkeeping 



management 



Capital and Sma-11 Business 



finding capital 



Archer, Stephan G. and 
O'AmbrosiOt Charles A. 
Business Finance; Theory 
and Manafiement 

Arizona State University. 
Patterns of Success fo r 
Small Businesses in Ariz. 



Arneson, John. Preventive Law 
for SniSill Business 

Banks, Russell, Ed. Managing 
the Small Company ' 

Barker, Phyllis A. Budgeting 
In a Small jervice Firm 

Baumback, D. i Lawyer, K. ; and 
Kelley, P. How to Organ- 
ize and Operate a Small~ 
Business 



financial 
management 



success and 
failure 



legal aspects 



management 

financial 
management 



inanagement 



high school 
college 

college 

college , 
college 



college 



high school 



college 

high school 
Col lege 



high school 



college 



3 
2 



3 



4 
2 

3-4 



3 

2 



2 
2 



4 

1 
2 
3 



1 



4 
4 

3 



* SBA materials are available from regional SBA offices at a nominal cost. All other materials are available at public 

or university libraries. 
**Scale: l » not at all 2 = slightly 3 = somewhat 4 = very 5 = extremely 
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AUTHOR AND TITLE^ 



BUckwell, Roger G. Knowing 
Your Image 

Blake. William Henry, Retail 
Credit and Collections 

Boerum, f-larie. D iscover and 
Use Your Public Library 

Bragin, htorrie. Starting and 
Managing a Snail RetaTP " 
Camera Shop [ 

Broom, Halsey N. and Long- 
necker. J.G. Small Busi- 



ness Management 

Brown, James K. S ocial Respon- 
sibility and the Smaller 
Company ~ • 



selling 

bibliography 

resources 



planning 
management 



management 



Bruce. Martin M. . Ph.D. Human 
Relations in Snail Busi- 
ness " — — — 

Brunimet, R. Lee and Robertson 
Jack C. Cost A ccounting 
for Smainianu'facturers 

Buffa, El wood S. Mode rn Pro- 
duction Management" ^ 

Buim, Vema A. Buyui^and 
SeTMng a Small^usTne s^s 

Bunzel, John. The American 
Sma 1 1 Businessnan 



CONTENT 
AREAS 
COVERED 



social 

responsibility 



personnel 

recordkeeping 
production 

stopping 

defines small 
business 



GRADE 
LEVEL 



high school 
high school 
nigh school 

high school 

college 

col lege 

col lege 

col lege 
col lege 



col leg? 



TO T 



GEVAL APPEAL 
TEACHER 



RATINGS*^ 



4 



2 
4 
4 
4 



GENERAL APPEAL 
TO STUDENT 



2-3 

1 
4 
3 
2 



PRACTICAL I TV 



3 

5-4 
5 



4 
4 
4 



* o?un?Jer'j?l5 tlbra^Hel'''' SBA offices at a nominal cost. All olhe/.atenals areTvlTT^ 

♦♦Scale: 1 « not at all 2 = slightly 3 = son»ewhat 



at pub] ic 



or 4 7 
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4 = very 5 = extremely 
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CONTENT 




RATINGS** 




AUTHOR AND TITLE* 


AREAS 

COVERED 


GRADE 
LEVEL 


. GENERAL APPEAL 
' TO TEACHER 


GENERAL APP&^L 
TO STUDENT 


• 

PRACTICALITY 


Business Plan for Retailers. 


planning 


college 


2 


2 


4 


Cahlll. Jane. Can a Smaller 
Store Succeed? 


success and 
failure 


high school 


2-3 


2 


4 


Caley* John. Computers for 
Small Business 


computers 


/ 

college 


0 

c 




3 


Cashln* James S. Building 
Strong RelationslSFIth 
Your Bank 


finding 

capital * 


• \ 
college \ 


2 


2 


4 


Checklist for Going into 
Business 


management 


high school 


3 


3 


4 


Chidakel . Myer R. Starting 
and Managing a Carwash 


planning 
mfinagement 


high school 


2 


2 


4 


Christensen, Edward D. Food 
Stores 


bibliograph; 


high school 


2 


• 2 


3-4 


. Voluntary and Coopera- 




high school 




2-1 




tive Food Chains 


bibliography 


4 


Clarke. Philip. Small Busi- 
nesses: How They Survive 
and Succeed 

1 III ir 1 ^ 


success and 
failure 


high school 


4 


2 


3 


Cohn, Theodore and Lindberg, 
Roy. How Management is 
Different in SnafT 
Companfes 


fnanagement 


college 


3 


2 


3 


Collazeo. Charles. Building 
Good Customer Relations 


selling 


high school 


2 


2 


3 

1 ^ n# r^..ui ;^ 



or university libraries. 
♦♦Scale: 1 » not at all 2 = slightl:. 

14 



3 ^ soniewhat 



4 - ver 



5 - extremely 
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AUTHOR AND TITLE* 



CONTENT 
AREAS 
COVERED 



CoUester, Donald G. The 
Onjan i zatlon a nd Sale of 
SwafrBusinesses 

Colorado University. Co mniuni- 
ca tlng Info to SmaTl 
businessmen 

"Consumers Battle at Grass 
Roots," Business Week 

Cpok, Harvey R. Selecting 
/^?Lyir.y> Ing Med Ta: A Guide 
for SmaH Business 

Costello, Frank, Jr. Retire- 
njen t ^ PI a n s f o r S el f - 
ElnpToyed Owner-Managers 

Cotton, John. Keepi ng Records 



in Small Business 

Cravens and Hills, "Consu- 
merism: A Perspective for 
Business," Business 

Hori 2ons 
— « ^ 

Critcs, ShoWikin E. **0f Men anci 
Money: The- Problems of 
Smal l Business I " Manage- 
ment Accounting 

Crown. Paul. What Y ou Should 
Know- about Retail Mer- 



chan disin g 

Curtis, S.J. Preventing 

Burg] ary and Robbery L oss; 



i 



stopping ' 
legal aspects 



cornmunl cation 
social 

responsibility 



sel 1 Ing 

legal aspects 
recordkeeping 



social 

responsibi 1 ity 



f inanci al 
management 



sel 1 ing 
burglary 



GRADE 
LEVEL' 



college 

college 
high school 

high school 

college 
coi lege 



high school 



col lege 



col lege 



high school 
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LEVEL 



col lege 
high, school 

high school 
high school 

high school 
high school 
colleae 
hign school 
co] lege 

high school 

col legr? 



* SBA ir^ter^a's are available from reiional SBA offices at a nomi 
or uiiivpriity libraries. 

1 . not at .^11 2 = slig.aly 3 = so.^what 4 
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GENERAL APPEAL 
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2 

3 

?. 



3 
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GENERAL APPEAL 
TO STUDFNT 



3 
2 

3 
4 
3 
2 

2 



■PRACTICALITY 



* 3 
4 

4 
3 
3 
4 

5 

4-3 



I cost. All other nateridis are available at public 
very b •- extien^iy 



AUTHOR AND TITLt* 


CONTENT 
AREAS 
COVERED 


GRADE 
LEVEL 


Startlna and Manaqlno a 
Service Station 


planning 
management 


college 


Starting and Managlna a Small 


planning 


high school 


Retail Jewelry store 


Steinmetz, Laurence M. et aU 
Managing the Smal 1 
Business 


management 


col lege 


Steps in Incorporating a 
Business 


legal aspects 


col lege 


"Stlffer Rules for Business 
Ethics." Business Week 


social 

responsibility 


high school 


Stone. Morris. Arbitration: 
Peace Maker In small 
Business 


legal aspects 


col lege 


Stumm, Davis A. "Conducting a 
Job Interview - Select - 
Don't Settle." 
Supervisory Management 


personnel 


college 


Swift, Marvin H. "Clear Writ- 
ing Means Clear Thinking.' 
Harvard Business Review 


communication 


col lege 


Taylor. Charles. Merchandise 
Assortment Planning: The 
KeyloTroTTT 


selling 


col lege 


Telchn, Charles and Helfant, 
Seymour Plan Your Store 
for Maximum Sales and 
Profit 


selling 


collegn 

L. ■ ■ . . , 1— ^ . . . .— 



* SBA matf/lals are available from regions! SBA offices at a 



or university libraries. 
**Scdlc: 1 not at all 2 = slightly 3 = somewhat 4 
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RATINGS 



GENERAL APPEAL 
TO TEACHER 



5 
2 
3 



GENERAL APPEAL 
TO STUDENT 



3 
1 
3 



PRACTICALITY 



5 
2 
3 



1 cost. All other materials are available at public 
vory & = extremnly 
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RATINGS** 


1 


AUTHOR AND TITLE* 


• AREAS 
COVERED 


GRADE 
1 FVFI 


GENERAL APPEAL 
» TO TEACHER 


GENERAL APPEAL 
TO STUDENT 


PRAuTlCALlTi 


"Tips for the Boss When It's 
Time to Fire." Personal 


persunne \ 


nign scnooi 


3 


3 


4 


Towie, Joseph W. et a1. 
Ethics and Standards in 
American Business 


social 

responsibility 


college 


4 


2 


3 


U.S. Chamber of Comnerce, 
Committee on Economiq 
roiicy. omo 1 1 Dusiness - 
Its Role and If Problems 


□eri nes sma i t • 
business 


• 

high school 


Z 


/ 

! 

z 


3 ' 

\ 

4 


U.S. Senate. Small Business 
raitured reports 


success and ' 

ff . 1 ure ^ 


col lege 


2 • 


2 

/ 


Valenti, Gabriel M. Interior 
Display: A Way to Increesc 








f 






se 1 ling 


mgn scnooi 


3 


3 


4 


Van De Marki Robert. Control- 
« inq inventory in Dniai i 

WhoTesale Firms 


recordkeeping 


' <11ege 


1 


1 


4 


Verrill, Addison. Reducing 
jnupiiTtiny u0S!>es 


se 1 ling 


col lege 


2 


2 


3 


Vorzimer, Louis. Using Census 
Data to Select a Store 
Site 


location 


college " 


2 


2 


4 


Walsh, William J. "Writing 
Job Descriptions- How and 
Why." Supervisory 
Managerent 


personnel 


col lege 


1 

3 


2 





* SBA materials aa voilable from regional SBA offices at a nominal cost. All other mater^ials are avail.^ble at pi.'Oiic 

or university libraries. 
**Scale: 1 = not at all 2 - slightly 3 - sofr.ewhat 4 = very 5 - extrerxiy 
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AUTHOR AND TITLE* 



CONTENT 
AREAS 
COVEREn 



GRADE 
LEVEL 



RATINGS** 



Wanders tock. Dr. Jeremiah H. 
Restaurants and Catering 

Ware, Henry H. Starting and 
Managing a Swap Shop o r 
ConsTgntnent Sale ShopT 

Weber, Fred E., V. Locating 
or Relocating Your 
Business 

Weiss .Allen. "Better Business 
Writing." Supervisory 
Management 

Weiss, E.B. 1010 Tested Ideas 
That Hove Merchandi se 

"What Consumers Call Quality." 
Management Review 

"What'i the Right Price?" 
Purchasing 

Wheelwright. S.C. "Strategic 
Planning in Small Busi- 
nesses." Business 
Horizons 

"When an Employee's Behavior 
Becofnes a Problem." 
Supervisory Managemen t 

Whittington, Harold. Startj^na 
and Managing a Sma1T~Hotel 



Wier.an, Solomon. The Blue Book 
of Business LeUer~Wr1t1rTg. 



bibliography 



planning 
management 



location 

comnuni cation 

selling 
social 

responsibility 
purchasing 

planning 

personnel 

planning 
management 

coiTinunlcation 



college 

high school 

high school 

college 
college 
college 
high school 

college 

high school 
high school 
high <;chool 



GENERAL APPtAL 
TO TEACHER 



3-4 



3 
4 
3 
4 



4 

1 
2 



GENERAL APrr.AL 
TO STUDENT 



PRACTICALITY 



2-3 



2 

a 

2 
3 



3 
1 
2 



4 

5 
3 
4 



3 
4 



"*~SBA materials are available from regional SBA offi cesit a .icninal cost. All other materials are available at public 

or university libraries. c i 

**"jcale: 1 = not at all 2 = slio-Uly 3 = somewhat 4 = ver- 5 = extrpmely 
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AUTHOR AND TITLH* 



wmiamsont Max L. 
Bookstores 

i Windeshausen, H. Nicholas. 
I Discount Retailing 

i 

Wingate* Isabel B., Ph.D. 
Buying for Retail Stores 

Wingate, John Irf, Manaqeinent 
Audit for Stnall Retailers 

Wingate, John and Halfant. 
Seyman . Small Store 
Planning f or Growth 

Witt, Scott. How to Make Big 
Money at Home in Vour 
Spare Tim e 

Woelful, B. La Salle. Guides 
for Profit Planning 

Wood, Jane. S elling What You 
Make 

Woodruff, Archibalu M. and 
Alexander, T.G. Succes s 
and Failure in Small 
MarTufacturTn g" 

Zeitlin, Lawrence. "The 
Easiest Kind of Job 
Enrichment: Let Employees 
Steal." Ps>cho] ogy Today 



CONII NT 
AREAS 
COVERED 



bibliography 
bibi iography 
bibliography 
management 

planning 

sel ling 
planning 
sel 1 ing 



production 
success and 
fai lure 



personnel 



GRADE 
LEVEL 



high schooi 
high school 
college 
college 

college 

high school 
college 
high school 



RATINGS 



col lege 



high school 



GENERAL APPEAL 
TO TEACHER 



Z 
2 

2 
2 

3 
3 
3 



GENERAL APPEAL 
TO STUDENT 



2 
2 

1 
2 

2 
3 
4 



* SBA materials are available from regional SBA offices at a nominal cost, 

or university Mb'aries. 
**Scale: 1 » not a^ all 2 ■ sliyhtly 3 - '^omewhat 4 = very 
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B = extremely 
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APPENDIX b" 

Films on Stnall Business Ownership and Management 




ERIC 



1 S.M 



75 



TiTic Awn ncvri noPD 


. COWTtNT 

ADC A 

AKLA 


■ s 

The Advertising Question 

—%Br~ — ' 


selling 


Anything Is Possible — 




With Training. SBA 


personnel 


Burglary Is Your Busi- 
ness^. SBA 


crime 

preventioh 


Burton, Phillip. The 
>iuu»uuu msunder- 
standin^. (1971) 


commun i ty 
relations 


The Business Plan. SBA 


planning 


trie Ldienaar Game* SBA 


sel 1 ing 


A Case in Point. SBA 


management 


Dun & Bradstreet. Small 




Business USA: The 
Story of Main Street. 


success and 


( 1955; 


failure 


Dyer, Vincent. Lloyd's 
Cafe. 119/2) 


personal i ty 
chat'acteristics 


The Fol low-up. SBA 


sell ing 


Funnan, Wi 11 iam A. The 
Stones of Eden. (19^6) 


basic economic 
concepts 


The Hdbi t of Winning 
~"$fA~ 


personal ity 
characteristics 


W 





LENGTH 



13 minutes 

13 minutes 

15 minutes 

black & white 
19 minutes 

14 minutes 
13 minutes 

13-1/2 minutes 



black & white 
30 minutes 

color 

24 minutes 



13 minutes 



color 

31 minutes 



28 minutes 



AUDIENCE 



AVAILABILITY 



COST 



high school/adult 



high school/adult 



high school /adult 



senior high 
school/adult 

senior high 
school/adult 

high school/adult 



high school/adult 



col lege/adul t 
businesspersons 



high school/aduU 



high school/aduU 



senior high 
school/adult 



lien i or hi qh 
school/aduU 



•lational Audiovisual 
Center, GSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash. , DC 

Audiovisual Center, 
Indiana University, 
Bloomington,IND. 47401 

National Audiovisual 
Center,' GSA, Wash. ,DC 

National Audiovisual 
Center, GSA, Wash. ,DC 

National Audiovisual 
Center , GSA, Wash. ,Dr. 

Dun h Bradstreet 
99 Church St., N.Y., 
N.Y. 10007 



Vincent Dyer, 
17529 San Jose St. , 
Granada Hi 11, CA. 91 344 

National Audiovisual 
Center, GSA, Wash. .DC 

Contemporary McGraw- 
Hill Films, 330 W. 
'^2nd St. , N.Y. , N.Y. 
10036 

National Ajdiovisual 
Center, GSA, Wash. ,DC 



Sale $150.00 
Rental $10.00 



free 



Sale <360.00 
Rsntal $30.00 



Sole $290.00 
Rental $20.00 



.t 



TITLE, AND' DEVELOPER ' 



CONTENT- 
AREA 



LENGTH 



The Heartbeat, of 
Business! 56A 

The Inside Story. 
•SBA ./ 

It Can Happen to You. 
SBA 

\ 

iVs Your Move. > 

~ 

KleinN(aUer J. [j^ 
Favorite Grocer. 
(1373) K 

The Language of Business 



SBA^ 

The Man or Woman for the 



"3oBT 5BR" 

Norwood Studios. The 

Mar velous Mousetrap . 
. (15^3) 

The Paperhangers ♦ 
5BA 



Plant Pilferage. 
SbA 

The Professional . 
55R 

The Real Security . 

""m — 

Russell, David. What Is 
Business? (197?1 



ERIC 



financial 
management 

crime 
prevention 

crime 
prevention 



locatio/ii 

management 
recordkeeping 

personnel 

» 

'management 
crime 

prevention 

crime " 
prevention 

SeQJing 

• adaptabi 1 1 ty 

small business 
defined 



14 minutes 

15 minutes 
15 tninutes 

V 

( 

13 minutes. 



color 

15 minuses 



14 minutes 
14 minutes 



color 

24 fliinutes 



31 minutes 

32 minutes 
30 minutes 

20 minutes 

coldr 

10 minutes 



AUDIENCE 



AVAILABILITY 



COST 



high school /adult 



high school /adult 



high school/adult 



high school /adult 



senior high 
school /adult 



high school/adult 



high school/adult 



junior high 
through adult 



high school/adult 



high school/adult 



high school/adult 

senior high 
school /adult 

junior high/ 
high school 



National Audiovisual 
Center, GSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash.,D.C 

N( ional Audiovisual. 
Center, (aSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash., DC 

W. J. Klein Co., 
63''1 Carmel Rd., 
Charlotte, N.C. 28211 

National Audiovisual 
Center, GSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash., DC 

BNA Films, 

5615 Fishers Lane 

Rockville,MD. 20852 . 

National Audiovisual 
Center, GSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash., DC 

National Audiovisual 
Center, GSA, Wash". .DC 

Sandler Institutional 
Films, 1001 N. Poin- 
setta Place, Los 
Angel es,CA. 90046 



Free 



Free 



Sale $140.00 
Rental $15.00' 



# 



TITLE AND DEVELOPER 

Saiidfer. Allan Frank. 
T he Women 's Pre.ladic e 
Film , u 




The Seventh Chair. • 
SBA ~~ 

The Shoplifter. 
— SffiT^ ' 

A Step In the Right 
Di recti onT SET 

They're Out to Get You. 
SBA 

Three Times Three. 

sbs : — 

Variations on a Theme. 

m " — - 

Wisconsin, University o 
Managing a Success fu 



. CONTENT 
AREA 



women and 
work 



credit and 
collection 

crime 
prevention 



recordkeeping 
crime 

prevention 



resources 



Business . (1^761 



You and Your' Cust ome rs . 




00 



• er|c 



selling 



management 



selling 



LENGTH 



color 

18 minutes 



12-1/2 minutes 
20 minutes 
12 minutes 

12-1/2 minutes 
11 minutes 
1-3 minutes 



AUDIENCE 



senior high/ 
adult 



black & white 
90 minutes 



high school /adult 
high school/adult 
high school/adult 
high school /adult 
high school/adult 
high sthool/ddult 

high school/adult 



1^ minutes high school/adult 



AVAILABILITY 

Sandler Institutional 
Films. 1001 N. Poln- 
Setta Place. Los 
Angeles. CA. 90046 

National Audiovisual 
Center. 6SA. Wash.. DC 

National Audiovisual 
Center. 6SA. Wash.. DC 

National Audiovisual 
Center, GSA, Wash.. DC 

National Audiovisual 
Center. 6SA. Wash.. DC 

National Audiovisual 
Center. GSA. Wash.. DC 

National Audiovisual 
Center. GSA, Wash.. DC 



COST 

Sale $255.00 
Rental $30.00 



University of Wisci. 
Bureau of Audiovisual 
Instruction. 1327 
University Ave. . Madi 
son .WIS. 53706 



Sale - not availablej 
Rental $7.50. 



National Audiovisual 
Center. GSA. Wash..DC' 



— -.T 



V- ■•^W«-!f*t J^H.f^fW JO-tftW 
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APPENDIX C 



.Curricula on Small Business Ownership and Management 



ERIC 



79 



I 



TITLE AND DEVELOPER 



Small Business Manage. 



went AduU Course 
OutHne, New York 
state Bureau Con- 
tinuing Education 
Curriculum Develop 
ment 



. Small Business Manage- 
ment Part I , The 
state Education 
Dept., the Univer- 
sity of the State 
of New York. Bureau 
of Continuing Edu- 
cation Curriculum 
. Development 

Small Business Manaoe- 
re nt fart I! . The 
State Eduration 
Dept.. The Jnlver- 
sity.of the State 
of New York, 'Bureau 
of Continuing Edu- 
cation Curriculum 
Dcvelopnient 



New Small Bu sinej;<; 

Management Tra'ini no 
Haieriais . Saska". 
tchewan News tart, 
Inc. 



COMPLETENESS* 



complete 



complete 



complete 



complete 



EXTENT OF 
VALIDATION 



MEANS OF 
VALIDATION 



VALIDATED 
WHtRE OR BY WHOM 



not available 



classroom use 



not availably classroom use 



not available 



not available 



SOURCES OF 
FUNDS FOR 
DEVELOPMENT 



New Vo>k State' Adult 



State Unlver 
sity of New 
York through 
New York ~ 



Education Program; of Education 



New York State 
secondary schools 



5tate Univer- 
sity of New 
York^ throug)j 
New York Dept. 
of Education 



AVAILABILITY 



New York State 
DeptlEducatlon Dept. 
Albany, New York 



classroom use 



New York State 
Education Dept. 
Albany, New York 



COST 



not' 

available 



New York State 
stfconda ry schools 



State Univer- 
sity of New 
York through 
New York Dept. 
of F.ducation 



not available 



not available 



Saskatchewan 
Vewstart and 
Training Re- 
search and 

3evelopment 
station 



New York State 
Education Dept 
Albany, New York 



not 

available 



Saskatchewan 
News tart, Inc., 
JlOl River St.Ej-, 
Prince Albert, 
Saskatchewan 
S6V5T2 



not 

available 



$654.95 
(1973) 



objecvves, contert. ^earn-'nn expediences 



' erJc 




ENTREPRENEURSHIP.: 
SELECTIONS FROM ERIC 
SEARCH CONDUCTED APRIL 1978 



o 

ERIC 



ENTREPRENEURSHIf^ 
SELECTIONS FROIill ERIC SEARCH 
CONDUCTED APRIL 1978 



ERIC 



® 



ERIC Clearinghouse on Career Education 



The National Center for Research in Vocational Education 
The Ohio State University 

1960 Kenny Road 
Columbus. Ohio 43210 



y ■ 

EJ160079 CE506420 ' ^ 

Th.e, Introductory College Business Course: A New Dimension ' 
Podell, Joel; And Others . 
Journal of Business Education, 52, 8, 352-354 May 77 

Dtscribes various methodologies used at the Qtieensboro Community College, New Xork, to 
enrich some of the topics traditionally included in the introductory course such as union manage- 
ment-relations, social responsibility and business ethics, internal organization structure, and small 
business management. (TA) 

Descriptors: * Business Education/*Curriculum Development/*Course Content/*Teaching 
Methods/Business Subjects/Junior Colleges/Course Descriptions 

Identifiers: Small Businesses 



EJ 160030 • CE 506371 
Teaching Small Business Ownership and Management 
Leach, James A. « 

Illinois Career Educational Journal, 33, 4, 27-29 Spr77 

Topics discussed include integrating small business ownership with existing programs; establishing 
awareness, exploration, and orientation activities; and preparation for small business ownership. 
A curriculum guide developed for teaching small business ownership and management is also described. 
<TA) 

Descriptors: •Management/Integrated Curriculum/*Curriculum Development/* Career Explora- 
tion/Career Education/Elementary Secondary Education/Post Secondary Education/Higher Educa- 
tion/Vocational Education/Resource Materials * 

Identifiers: *Small Businesses 



EJ 156622 CE 506 132 
Small Business Ownership: A Neglected Career Option 
Nelson, Robert E.; Sober, Gerald F. 
Business Education V/orld, 57, 4, 22-23, 30 Mar-Apr 77 . 

Topics discussed in. this article are changes in small business, education for small business owner- 
ship, curriculum development, other materials, and implications for occupational education. Needs 
are cited for total programs that will adequately prepare young people to successfully pursue careers 
in small business ownership and management. (TA) 

Descriptors: * Curriculum Development/EBusiness Administration/*Career Education /Business 
Education/Management Development/Career Choice/Career Planning/Resource Materia I s/Occu pa- * 
tional Informatio? 

Identifiers: "Small Businesses/Entrepreneurship 

EJ1 54579 CE506077 
Preparation for Independent Practice 
Simms, Elsie 

Nursing OiJtlool<, 25, 2, 1 14, 1 17-118 Feb 77 

Both students and faculties in nursing programs prefer more courses that would help nurses to 
become entrepreneurs in the practice of nursing. These courses should preferably be offered as 
electlves or as a minor. (Author) 

. Descriptors: •Nursin^yCurriculum Development/*Busiress AcVmistration/Medical Education/ 
Higher Education/Career Planning/School Surveys/Program Design/Business 




fV;.' 



EJ 154428 AA524803 

f~ Venture Capital-Entrepreneurship for Curriculum Change 
Deane, Edward 

Clearing House, 50, 2, 75-6 Oct 76 

Discusses the need to develop a psychological climate conducive to change in schools, the f Inane- 
tng necessary for adequate system of research and development, and the limits research proposals 
Should encompass to meet community needs. (RK) 

Descriptors: * Curriculum Development/* Educational Change/* Educational Research/* Educa- 
tional Finance/* Program Proposals/Educational Innovation/Educational Environment 

EJ1 49251 AA523715 

The Big Idea of Thinking Small 

Rieben, Cynthia Wootton 

American Education, 12, 5, 24-7 Jun 76 
. Through their Small Business Institute, University of Alaska students get practical experience 
while helping businessmen solv6 management problems. (Editor) 

Descriptors: *StudBnt Experience/* Management Education/*School Industry Relationship/ 
•Learning. Experience/* Program Descriptions/Universities/Program Evaluation/Relevance (Educa- 
tion)/Business 

Identifiers: *Small6usiness Institute/* Alaska 



EJ 143653 SE 51 7143 
Course/Workshop Complementarity • 
Kane, Dan 

JollVnal o' Enwironmental Educatlbn, 7, 4, 24-30 76 

This paper discloses the law-related studies provided in a human ecology degree program. The 
studies involve workshops which are project-oriented experiences and courses which provide skills 
and knowledge. The program emphasizes law relating to land use manSg&ment, small business enter- 
prises, consumer protection, real estate, and family. (MR) 

Descriptors: "Environmental Education/* Higher Education/* Laws/* Program Descriptions/ 
•Undef graduate Study/Course Descriptions/College Programs/Program Content 

EJ 140901 CE 5052 12 
Small Business Institute for Ed jcaiors 

Nelson, Robert E. » . 

Illinois Career Education Journal, 33, 2, 39-42 Win 76 

A federally sponsored Sniall Business Institute in the CoUege of Education at the University of 
Illinois, Champaign-Urbana Campus was established to prcwide community college business instructors 
with opportunities to work on a continuing basis as consultants to small businesses. i7,uthor/EA) 

Descriptors; 'Career Education/*Teacher Educators/'Occupational Information/* Vocational 
Development/* Business Management/Federal Programs/Post Secondary Education/Resource 
Materials/Community Colleges 

Identifiers: 'Small Business Institute/* Entrepreneurial Development Training 



EJ 135680 CE 504764 
Junior Achievement: Career Education Since 1919 
*fi/1axwell, Richard 



2 ■ ' ^ - 



Businoss Educa' Forum, 30, 7, 22-4 Apr 76 

The artifili? points out fiow tho Junior Achievemunt program has provided youth with hands-on 
work oxpertencM and the responsibilities of administenng a small business. Program goals, operation 
and expansion ovf?r its 55 veaf history are described. (Authof /MS) ^ 

Descriptors: 'Business t dlls/» Business Administration/'' Youth Programs/* National Organizations/ 
program Descriptions/Career Education/Cocurricular Activities/Work Experience Programs 

Identifiers: *Junior Achievement 

EJ108u39 .CE502146 ' i 

Achievements of the ITB's-Furniture and Timber Industry Training Board 
Industrial Training International, 9, 10, 304-6 Oct 74 

The Furniture and Industry Training Board set out in 1965 to find a means of successfully 
\implementmq management training in small firms. The author describes research efforts undertaken 
by the Board which led to the development of the training-program now in use-management develop- 
ment based on company appraisal. (AJ) 

Descriptors: 'Program Description* Management Development/* Management Education/*On the 
Job Training/ Consultants/Foreign Countries/Adult Education/Organization Size |Groups)/Work. 

Identifiers: Groat Britain/Small Businesses • 

EJ 103787 CE 50 1725 
Make Your Own Accounting Practice Sets? • 
Orsborn, Karen J. 

Journal of Business Education, 50, 1, 15-6 Oct 74 ' * 

Students test their knowledge of accounting theory by setting up a small business arid following 
through Its to^al development by use of the accounting practice sets. (BP) 

Descriptors: •Accountin^/^Teaching Techniques/*Small Group lnstfuction/*Tutorial Programs/ 
Business Education/Secpndary Grades/Junibr Colleges/Guidelines/Business Skills/instructional 
Materials . • 

ED 146438 08 CE013689 
Minority Ownership of Small Businesses. Thirty Case Studies 

District of Columbia Public Schools, Washington, Q.C.: Education Systems Resources Corp 
Arlington, Va. . 

72 95p.; For a related document see ED 074 284 

Sponsoring Agency; Bureau of Adult, Vocational, and Technical Education (DoEW/OE) 
Washington, D.C.; Office of Minority Business Enterprise (DOC), Washinaton D C 
Report No.: DHEW-OE-72-26 a . • • 

r. n'^^ini'LV!^"'- ^'■'^^'■'"^^"dent of Documents, U.S. Government Printing Office, Washington, 
D.C. 20402 (Stock Number 1780-0882, $1.00) f • yiun, 

EDRS Price MF-$0.83 HC-$4.67 Plus Postage ' • 

Intended as an alternative method of learning for the adult minority business student this docu- 
ment presents thirty case studies of minority individuals who have started their own business ventures 
These case studies are designed to provide material for class discussions, an introduction for role 
•playin^j. or a resource for individual study. Each case reports the events and circumstances as per 
ceived by the individual business (lersons and others involved in managing, financing or otherwise' 
assisting tho various ventures. The cases also illustrate the particukir problems confronting the 
minority members who parucipate in a wide variety of businesses iri retail sales, varioi^s areas of the 



service trade, manufacturing, and construction. These case studies form the background ior tlie rnate 
rials presented in "Minor.i'ty Ownersiiip of Small Busino^ses-lnstructional Handbook" {see related 
note). (BM) . ' . 

Descriptors: Adult Education/A'dult Vocational Education/*Black Businesses/Business/Business 
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f^eservation- Economic DeveiopmefU. A Course in Small Business 
Black Hills State Coll., Spearfish, S. Dafe.. 

Dec 75 165 p. . ' 

Available from: Supply Store, Black Hills State College, Spearfish, South Dakota 57783 ($1.20) 
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Emphasizing the specific details of organizing and operating a business on an Indian resen/atlon, 
this course syllabus is designed to provide American Indian college students with a general and 
basic und»?rstanding of past, existing, and future economic concepts affecting Indian reservations 
and to provide a practical, working understanding of business organization, business procedures, 
and businosp management. This eight-chapter text includes nur^ierous tables and charts and chapters 
focused uj)on the following: the history of economic development on South Dakqjta Indian reserva- 
tions; organization of small businesses on Indian reservations; initial steps In starting small businesses 
(site selection, equipment, facilities, etc.); small business operational procedur*»<? (purchasing, priofng, 
•»Tierchandizing policies, selling, etc.); small business considerations (credit ; collection, budgeting, 
recordkeeping), business risks and '•. surance, banking, etc.); personnel proct -is (hiring, firing, etc.), 
and the unique government-reseuation relationship. The subject matter pre ,ed in chart form 
includes; low and high status occupational categories; sole proprietorship; purthership; corporation; • 
stor^ lay out; and purchasing a cycle. Each chapter includes a narrative followed by discussion ques- 
tions. Also included'are extensive appendixes and a bibliography. (JC) 
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• Minding Your Own Small Business. Final Report. • . * 

' Athena Corp., Bethesda, IV\d. . ' . 

Jun 76 1 l.p.; For related documents see ,CE 010 065-068 - , " 

• Sponsoring Agency: Officti of ^duc^tipn (DHEW), Washington, D.C. 
Contract No.; OEC-a74-9P30 

■ ED"R$ Price- MF-S0.83 MC-S1.67 Plus Postage " 
Curriculum developmer t effects, pilot testing,.and recommendations arc described for a one- 
semester course on small business ownership and management at the secondary school level. The 
entire curriculum was developmentally tested on ten high school students. Rtfvisions were made 
during a,nd after each session based on student critiquesk.and instructor observations. A pilot test 
-of the curf iculum was conducted in the fall of 1975 at a local area high school, which resulted in 
further revisions. Recommendations rpade include the following: (1) Implementation: This curricu- 
lum should he offered in secondary schools as part of general education programs, not'exclusively as 
a "vocational" course, and f)referably not limited to those interested in' business or economics. It 
should be made available to all students, and its description in the course catalogues should make 



clear itsgentTic nature. (2) Marketing: Given.the intorescin t^ie cuiriculum expressed by state 
boards of education, directors of vocational programs, and secondary school teachers during cur- 
riculum development, it is recommended that marketing efforts be directed toward diss<iminatln^ 
the curriculum rather than creating a demand for .it. (3) Pilot testing: The pilot test conducted was . 
not of sufficient si^o from which to generalize about the curriculum's effectiveness and usability. , 
Further- tostjug is recom{Tu?ndod to establish its validity *for widespread use. (TA) 

Descriptors: 'Business Administration/*Business Eduction/Business Subjects/* Career Explora- 
tion/Course Evaluation/Courses/*Curriculum Development/Management Games/Program Descrip- 
tions/Senior'High Schools/Simulation/Teaching Methods/Vocational Education 
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Mindinq Youf Own Small Business. Teacher's Manual. 
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Sponsoring Agency: Office of Education (DHEW), Washington. D.C. 
Contract No.: OEC-a74-9030 
EDRS Price MF-$0.83 HC-$19.4 I Plus Postage. 

The one-semester fiigh school course in small business ownership/management for which this' ' 
manual is designed is intended to easily articulate with both general and vocational education ' 
curricula. Focus of the course is on general management skills with opportunity tc develop and 
practice problem solving, decision making, and resource management. Included in the manual is the 
entire curriculum outline divided into content (the topic of each module, a brief summary of the 
contenj, and concepts and objectives) and process (estimated time to cover the content of the 
modure, the particular teaching strategy used, and the preparation-necessary to teach the module). 
The 35 modules are divided into four units: "The Sixteen Hour Day," "The Market is People," 
"Dollars and Decisions," and "Managing for Success." (Two sniall business simulation games which 
are an integral part of the curriculum, 23 c' jss periods, are bound separately.) Also included in this 
manual are (1) sample evaluations for each of the units with questions of both an objective anfj 
subjective nature, (2) copies of all the student information sheets needed, (3) a list of references to 
other'mater'ials related to the content of each module, (4) a glossary of relevant terminology, and 
(5) an annotated bibliography covering the subject of small business. (JA) 
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Course Content/Curriculum Guides/* High School Curriculum/Instructional Materials/*Job Skills/ 
Learning Modules/Martagen->ent Games/Manuals/Marketing/Merchandising/Resource Guide/Resource 
Materials/ Re-tai I ing/Socondary Educatipn/Sjmulation/'Skill Development/Teachirig Guides/Teaching 
Methods/Teaching Techniques/Vocational Education. 
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Designed as an integral part of a one-semester course in small business ownership and management 
for high school students, this first of two simulation games is intended to be introduced after the 
students have received a general introduction to the f)rinciples of small business ownership and 
management. Thn game is divided into two segments - Starting a Business and Running a Business. 
The first section emphasizes choosing a location; the second segment emphasizes recordkeeping and 



the effect of pricing. Each segment is intended to take four consecutive class periods to play with a 
break of ip to two weeks between the segments. In the game the students start and run simulated 
business* s with the objectives of applying the principles they have learned In class and of developing 
decision- making skills. Included in the manual are teaching-learning objectives, the teacher's guide 
to dally lessons (complete instructions for preparation, materials, classroom setup, student activity, 
discussion, evaluation, etc.), and the complete game materials. (The teacher'§ manual for the codrse 
of which the game is a part is bound separately.) (TA) 
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tion/Decision Making Skills/Instructional Materials/* Management Games/Marketing/Merchandising/ 
Retailing/Senior High Schools/*Simulation/*Skill Development/Vocational Education 

Identifiers: •Small Businesses ' " 



ED 134825 08 CE010066 
.Minding Your,Own Small Business. Simulation Game 2. 
Athena Corp., Bethesda, Md. 

76 347p.; For related documents see CE 010 065-068 
Sponsoring 'Agency: Offi;;e of Education (DHEW), Washington, D.C. 
. Contract-No.: OEC O- 74-9030 ' , * . 

EDRS Price MF-$0.83 HC-$18.07 Plus Postage 

Designed ps an integral part of a one-semester course in small business ownel-shlp and manage- 
ment for high school students, this second of two simulation games is intended to be in Produced 
at the end of Unit 2, "The Market is People," and completed in Unit 3, "Dollars and Decisions." 
Ttie game is divided into two segments-Starting a Business and Running a Business. The first seg- 
ment, de«5igned for six class periods, emphasizes making a business plan. The second segment, 
designed for nine class periods, emphasizes continuous business planning. (The entire game focus is 
^on the importance ^f marketing and financial planning in successful business management and the 
importance of participation in community and business organizations. The simulation experience is 
intended to assist the students in developing planning skills by providing an opportunity for thsm 
to make a plan, receive an evaluation of it, put the plan into effect, see the results of the plan, and 
revise the original plan in response to changing condition.) Included in the game manual are (1) the 
game description (overvievy, objectives, the game model, and evaluation of players' performance); 
(2) the teacher'« guide to daily lessons (complete instructions for preparation, materials, classroom 
setup, student activity, discussion, etc.); and (3) the complete game materials. (The other game and 
the teacher's manual for the course of which the games are a part are bound separately.) (TA) • ♦ 
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Small Business Bookkeeping, Part I. A Suggested Adult Business Education Course. ' 

New York State Education Dept., Albany. Bureau of Continuing Education Curriculum Develop- 
ment.^ 
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This instructor's guide, suitable for use in the adult education programs of school districts, of • 
Boards of Cooperative Educational Services (BOCES), and in the community collegesiof New York 
State, presents course outlines and material for those who are either keeping a set of records for a 
small business or who wish to prepare to do so. The guide consists of 10 lessons and 5 problems 



designed for Use in 10 sessions of 3 hours each, The illustrations and problems are based on a service, 
business. The 10 lessons'are (1) Introduction; (2) Sources of Data and journalizing; (3) Combined 
Cash JournJit, Ledger Accounts, and Posting; (4) Journalizing, Posting T-Account Ledger, Trial 
Balance; (5) Standard 2 Column Ledger; (6) Reconciling a Bank Statement and Making a Payroll; 
{!) RR|)ortinfj and Rmr.itting Taxes; (8) Journalizing for Problem 5; (9) Ledger Entries for April in 
ProbUnn h; and 110) Trial Balauce, Bala»ico Slujot, and Income Statement for Problem 5, Lessons 
consist' of a content outline with teaching^uggeslions, techniques, and references. Also included 
a section ©n ti()S for teachers of adult classes in small business bookkeeping and a large section of 
illustrations, forms, and solution|»to problems. (WL) ^ 
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Small Business Bookkeeping, Part II. A Suggested Adult Business Education Course,, 

New York State Education Dept., Albany. Bureau of. Continuing Education Curriculum Develop- 
ment. . 
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This guide is designed for the second part of a two-part bookkeeping course for adu^lts who are 
either keeping a set of records for a small business, or who wish to prepare to do so. The following 
seven lessons are included and are based on a business making retail sales of goods: (1) Introduction; 
(2) Data Sources and Recording for a Trading Business; (3) Journalizing, Posting, and Trial Balance; 
»(4) Journali/ing. Posting and Trial Balance (continued); (5) Eight-Column Worksheet, and Preparing 
'Financial Statements; (6) Adjusting .^r<H Closing ttie General Ledger, arid Preparing the Post Closiog 
Trial Balancy; and (7) Practical Problems. (Lessons 1 through 6 cover about three hours of class 
time each. LeSson 7 is a practice problem requiring about four class sessions of three hours each.) 
Tfie appendixes contain illustration^, forms, and solutions to problems; a practical application prob- 
lem; and tifis for teachers of adult classes in small business bookkeeping. (WL) ' 

Descriptors; 'Adult Education/* Bookkeeping/Business Education/Curriculum Guides/Learning 
Activities/Lesson Plans/Post Secondary Education 

e. ■ ' . • 

ED 133570 08 CE009651 

Small Business JVIanagement Volume I: Instructor's Manual. An Adult Education Program. 
Persons. Edgar A.; Swanson, Gordon I. 

Minnesota Univ., St. Paul. Dept. of Agricultural Education; Mirinesota Univ. ^ St. Paul. Dept. of 
Vocational Education 
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Sponsoring Agency: Office of Education (DHEW), Washington, D.C. ' 
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This instructor's manual is intended to servu as a guide for establishing" a small business manage- 
ment adult educ;ition program in the local community that will help small business entrepreneurs 
solve their business management problems arid attain the goals they have established for their busi 
nesses and their families. (The program curriculum a,id practice problems are in separate volumes.) 
Contents of the quide are organized into eight chapters covering the following topics: (1) Philosophy 
and description of the program (a 3 year program including classroom instruction coupled with on- 
going at tlH' husinoss instruction;!! visits), (2) responsibilities of the instructor, (3) utilization of 
.advisory council, (4) implerTientirui the program, (5) securing enrollment, (6) organization of the 




instructional program, (7) evaluation instruments for teacher and student, and (8) an annotated 
bibliography. A rocruitrnont packet in Chapter 5 includes samples of illustrative materials that may 
be used to provide information when interviewing potential enrpHees, along with a contact letter 
and atifwment form. The annotated biblioqfaphy is designed lo accompany the instructional units 
of the proqrarn and (^>ntoms the mat{?rials listed as references and resources. Arranged alphabetically 
by publish^.'r, the information presnfUed for each entry iru luiles date, title,.author, content areas, 
suggested use, source, and price. Also listed are transparencies available i'ree from the Small Business 
Administration, flhis manual is one of fo,ur volumfjs produced by the project entitled "Develop- 
ment, Detnonstration, and Evaluation of Management Education Programs for Small Business 
Entrepreneurs. Including Minorities.") (RG) . 

Descriptors: Administrator Guides/*Adult Education Programs/Annotated Bibliographies/*Busl- 
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Small Business Manaqfini'jnt Volume II: Business Analysis. An Adult Education Program; 
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A practice problem m year-end business analysis is presented to provide experience vyith a system 
. of single-entry bookkee()ing as part of a small business management aduJt educatiomprogram. The 
problem simulates an entire business year and includes transactions involving general business revenues 
and expenses pertaining to most small retailing organizations. A standardized chart of accounts is 
included which is generally adaptable to computerization and can be applied to most double-entry 
accounting systems. Data forms are included to aid in compiling the necessary information for a 
complete business analysis. Complete, step-by-step instructions for filling in the data forms specify 
tlie exact mput required for each line and column on the data forms. Documentation for the busi- 
ness analysis includes a line-by line description of each item contained in the table of analysis. The 
data form number and specific Ime numbers are also included. Appendixes contain keys to' the 
practice problem and data forms and o inalysis and interpretation of the business analysis problem. 
(This is one of four volumes produe(?< . = y the project entitled, "Development, Demonstration, and 
Evaluation of Management Education Programs for S/nall Business Entrepreneurs, Including 
Mmorities/') (Author/NJ) 
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The smalf business management adult education program outlined in this curriculum guide is 
designed to help small business entrepreneurs solve their t)usiness management oroblems and attain 
the goals they have established for their businesses and their families. (An instructor's manual and 
practice problems are in separate volumes.) The three-year curriculum Includes Individual at-the- 
• iHJsmes',; instniction as an integral part of the teaching plan. The first year deals with the reasons 
for keeping records, what records to keep, and how to keep them easily and accurately. The second 
year covers the study and interpretation of the small business analysis. The third year utilizes the 
records and analyses of the firevious' years to make plans for future changes In the business, wfth 
more ernphasis placed on work with individual families at their business and home and less on group 
instruction. Following an introductory section, the units of instruction (12 to 14 for each year) are 
presented. Each unit contains the following parts: Student objectives, transition of units (unifying 
themes), lesson (including key^questions and teaching strategies), unit surhmary, at-the-buslness 
instruction, resources and equipment needed, list of references, and appendixes containing student . 
handouts, worksheets, and/or transparency masters. (This guide is one of four volumes produced 
by the project entitled, "Development, Demonstration, and Evaluation of Managetrient Education 
Programs for Small Business Entrepreneuis, Including Minorities.") (Author/RG) 

Descriptors: 'Acjult Education Programs/*Business Administration/Business Education/Business 
Skills/'Curriculum/Curriculum Guides/* Management/Post Secondary Education/* Recordkeeping/ 
Teaching Guides/Unit Plan/Units of Study (Subject Fields) 

Identifiers: *Small Business Managcmeni: 



ED 133572 08 CE009659 " v. 
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The purpose of thb small business management program is to help families improve the effective- ^' 
ness of their business operation and enable them to reach family and business goals. Similar to a 
successful program in farm management education operational in Minnesota sinc<^ 1952, the program 
includes classroom instruction, small group instruction, individual instruction, and Instruction in 
business technologies. Accurate recordkeeping is incorporated. at alt instructional levels. The curricu- 
lum and pu)cei,hires for the program were pilot tested in six locations: three in area vocational- 
technical institutes in Mijjmssota and three in communities with large minority populations. The 
program for American Indians is located in Arizona, for Mexican Americans in Texas,' and for 
blacks in North Carolina. The final report describes the following phases of the project: site selec- 
tion and staff development, selection and use of advisory committees, curriculum development 
evaluation, and dissemination activities. Appendixes comprising about half the document (72 pages) 
contain forms for use in implementing the program. These include cost study analysis for an annual 



report, the Norper test on profit maximizing principles in both English and Spanish, the Business 
Attltudinal Inventory in both English and Spanish, and supplementary forms in Spanish. (The 
instructor's guide, curriculum, ar|d practice problems developed' are In separate volumes.) (Author/ 

RG) . ■ \ ' - 
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Management. 
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To aid the teacher in providing instruction in small business ownership and management for stu- 
dents at the secondary, adult, continuing education, or cdmmunity college levels, this curriculum 
guide contains 14 units, each consisting of introduction, objectives, content, and suggested activities. 
Suggested activities include projects, group dynamics, simulations, role playing, case studies, and 
assignments. A number of special activities Included in each unit a(;e categorized according to the 
areas of creativity and innovation,*coping with change and competition, achievement motivation, 
problem-solving and decision making, human relations ability, and developing a positive self-image. 
Most units contain at least one case study depicting a real-life business situation regarding the unit 
topic. Units are entitled (jl ) The Nature of Small Business, (2) Determining Product and Market, 
^(3) Selecting the Location, (4) Obtaining, Initial Capital, (5) Choosing thanLegal Form of Organize- 
tion, (6) Managerial Planning, (7) Recordkeeping, (8) Financial Management, (9) Credit and 
Collections, (10) Advertising and Sales Promotion, (11) Employee and Community Relations, 
(12) Obtaining Information and Assistance, (13) Insurance, and (14) The Futura of Small Business. 
(NJ) " , , 
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Guidelines are provided for developing a high school course on the fundamentals of the free 
enterprise system. The course goal is to promote an economically literate citizenry with a positive 



attitude toward its economic responsibilities. A one-semester course in described in detail, with 
special comments about the roles of school administrator and classroom teacher. Content includes 
•the rationale for studyiny the free enterprise system, definitions of an economic system and the 
Americafi frue enterprise system, and management of personal economic affairs. Student objectives, 
unit tuillirws, sufl^estud tDauhintj/loarnini} activities, and rpsources are described for each of six ' 
units. Acli\titios include a class discussiott with an ownutcOl a small business or members of a local • 
;onimi board, classification of community businesses identified in the yellow pages, and role playing 
a situation in which family members have widely differing opinions on plans to make a major pur- 
chase. Listed resource materials include filmstrips, simulation games, and interview data as well as 
printed materials. The guide concludes with a list of 56 organizations sponsoring materials in free 
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A thren-month federally sponsored program for Spanish-speaking enti jpreneurs in the San 
Francisco area was conducted in 1975 by Amex Systems to examine successful or exemplary educa- 
tion and train! ng*systems for minority entrepreneurs, develop a'manual for organizing new training 
programs, and promote the establishment of additional programs. The alarming high failure rate of 
minority owmid businesses has been attributed primarily to poor management and business skills. 
The final report covers: needs assessment, participant and observer recruitment, site and instruction 
selection, classes, technical assistance, and program evaluation. Public service announcements on 
radio aful television stations and newspaper advertisements were used to publicize the program at 
tho^niversity'of San Francisco to potential and established entrepreneurs. Instructors included 
seA^efal San Francisco State staff and professional businessmen from the community, who presented 
classes in organizing and pUmning a small business; business management; marketing; financial 
managemont; and taxes, law, insurance, and other resources. Forty-four persons, including 11 ob- 
servers, attended one or more of the classes; certificates were presented to 20 individuals who had 
attended a minimum of four classes. A participant questionnaire indicated a favorable overall 
response and good instructor ratings. Approximately half of the document consists of supplementary 
appendixes. (EA) 
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Basic guidelines are offered for the teacher or coordinator who is working with second year 
Industrial Cooperative Training students (generally studenfs at the twelfth grade level). The contents 
are organized into 12 units, with each unit including two to five lesson plans, transparencies (coded 
"T"), handouts (coded "H"), and a bibliography section which suggests teaching sources Each 
lesson contains a stated subject, objectives, and lists of teaching aids, materials, and in most cases, . 
references. Unit headings are ( 1 ) Advanced Employer-Employee Relations, (2) Small Business 
Operation, (3) Job Safety. (4) Advanced Communications Skills, (5) Understanding Insurance, 
(6)^Consumer Decision Making, (7) Current Problems in Industry, (8) How to Select and Evaluate 
a Company for Permanent Employment, (9) Post High School Education and Training, (10) Value 
Clarification, (11) Social Awareness, and (.12) How to Invest. (HD) 
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Richland College's (Dallas, Texas) Human Resources Development Center ('HRDC) offers many 
valuable non-instructional services to all members of the community, without requiring college 
enrollment. Services which have been requested have fallen into five basic categories: individual 
personal counseling, group counseling, fanjily counseling, professional development for educators, 
and seminars and workshops designed for small business nnanagement personnel. The professional 
staff for HRDC has been carefully selected to assure expertise in each type of counseling. Staff 
counselors and psychologists, all of whom hold either doctoral or masters degrees, have previous 
work experience in mental health research centers, state hospitals, colleges and private practice. Con- 
sultants in the fields of psychiatry, finance, and management have been obtained by the center for 
dealing with specialized problems. Thecenter is operated on a break-even basis. The fees paid by 
clients ($13 per hour) are used to reimburse the professional staff. Administrative costs are de- 
froyed through grants and college district funds. Since the beginning of fall semester, 1974, 918 
clients have been counseled in approximately 10,000 counseling hours, in addition to the hours 
devoted to seminars and workshops. (NHM) 

Descriptors: "Community Services/Counseling Centers/* Counseling Services/Family Counseling/ 
Financial Support/Individual Counseling/*Junior Col leges/* Outreach Programs/Program Descriptions 

Identifiers: 'Richland College/Texas (Dallas) 



ED 1122:7 95 CE005262 
Going Into Business for Yourself. 
Kuebbeler, Gary L. 

Ohio State Univ., Columbus. Ohio Distributive Education Materials Lab. 
274p. 

Sponsortny Agency; Office of Education (PHEW), Washington, D.C. 
Report No.: VT- 102 031 



ERIC 



Available from: Ohio Distributive Education Materials Laboratory, The Ohio State University, 
1885 Neil Awenue, 1 1 5 Townshend Hall, Columbus, Ohio 43210 (No price given) 
EDRS'Price MF-$0.76 HC-$1^3.32 Plus Postage 

The purpose of the experimental'curriculum is to give grade 1 1 and grade 12 students an under- 
standing of the problems and decisions that face very businessman in starting and managing a busi- 
Mew. Included in this manual are 15 lesson plans and a major student project. Tba project attempts 
to serve as a culminating activity for matvy of the topics discussed 'throughout the school year in " 
distributive education classes. The project is flexible and permits the teacher-coordinator to adjust 
both the timetable and type of assignments to ipis particular purposes. The lesson plans were written 

. so that tho material could be presented in 20 minutes or less. (Author/VA) 
- • Descriptors: 'Business Administration/Distributive Education/Experimental Curriculum/Grade 

. 11/Grade 12/* Instructional Materials/Lesson Plans/* Management Education/Merchandising/ 
Publicize/* Retailing/*Secondary Eau.^ation/Student Projects/Teaching Methods 
Idtfntifiers: "Entrepreneurs 



EDI 12009 CE004756 

Exploring Agricultural Careers: The Present World of Work , 
Lee, Jasper S. 

Virginia Polytechnic Inst, and State Univ., Blacksburg. Div. of Vocational-Technical Education. 
75 41p.; Portions of the photographed material may not reproduce well in microfiche. For 
related document, see CE 004 757 

Srionsoring Agency: Virginia State Dept. of Education. Richmond. Agricultural Education 
Service. 

Report No.: AB- 5 ' . 

EDRS Price MF-$0.76 HC"$1.95 Plus Postage 

The booklet is designed primarily for use in teaching students about careers and the importance 
of work; it »irovides introductory information about agricultural occupations presented at the read- 
ing level of students normally enrolled in high school agricultural r.lasses. "Among the fundamental 
prmciples which should be taken into consideration when early de>:isions about agricultural careers 
are made, are these; many occupations in agribusiness tend to be similar to those of other busi- 
nesses from the standpoint of benefits to the worker, yet, in certain Agricultural occupations there 
is a great deal of difference; the hours of work, fringe benefits; and methods of pay for farm work, 
for instance, often vary from routine industrial work. Further information Is presented on the organi 
nation of work, the trend in working conditions, the role of labor unions, labor legislation, and dis- 
cussion of labor market trends and the'possibilities for small businesses Two bages of questions for 
discussion ami activities to perform- conclude the booklet. (Author/AJ) 

Descriptors: Agribusiness/* Agriculture I Education/»Agricuttu.-al Educa.tion/*Agricurtural 
Occupations/Career Choice/* Career Education/Career Planning/Farm Occupations/* Instructional 
Materials/ 'Occupational Information/Off Farm Agricultural Occupations/Reading Materials/ 
Secondary Education/Vocational /Agriculture 

ED125t01 95 ' EA008428 

National Pr'- ^ct on Education for Management: Volume II. 
Pennsylvania Jniv., Philadelphia. Wharton "ntrepreneurial Center. 
75 189p,; For a related document, see EA008427 

Sponsoring Agency: Community Sen/ices Administration (DHEW), Washington D C 
Grant No. : G-47 P90040/3-01 

Available from: Elisabeth Schaub, Project Director, National Management Project, University of 
i ennsylvania Schooi of Social Work, 3701 Locust Walk, Philadelphia, Pennsylvania 19174 (free) 



EDRS Price MF-$0.83 Plus Postage/ HC Not Available from EDRS. 

* This publication is one of two related volurjies that were produced as part of an interdisciplinary 
effort at the University of Pennsylvania by the School of Social Work and the Wharton School to 
develop a joint educational program in social welfare managernent. This particular volume contains 
the syllabi and course outlines of six proposed classes in social welfare management intended to be 
conducted juinlly by. schools of social work and business management, Topics of the proposed 
courses include management of conflict and change, collective bargaining, planning and operations 
management, quantitative methods, information systems, and management of professionals. (JG) 
De5crif)tors; * Administrator Education/Collective Bargaining/Conflict Resolution/*Curriculum 
Gpides/Higher Education/* Interdisciplinary Approach/Management Information S/i>tems/Planning/ 
Professional Personfiel/Program Development/Social Services/* Social Welfare 

EDIIOen^ CE004383 
'Current Perspectives in Distributive^Education 
Klaurons, Mary Ed-; Trapnell, Gail, Ed. • 
74 363p. 

Available from: Kehdail/Hunt Publishing Company, 2460 Kerper Boulevard, Dubuque, Iowa 
52001' , 

Document' Not Available from EDRS 

The volume on current perspectives in distributive education contains 29 individually authored 
articles organized into three sections. The first section on program conceptualization deals with the 
following subjects: the evolution of distributive education, program planning, advisory committees. 
Placement services, post secondary distributive education, adult programs, distributive education and 
the disadvantaged, and training agreements. Section two on curriculum and instruction deals with 
these subjects: curriculum options, curriculum uniformity, postsecondary career education, 
specialized urban prograrins, incremental learning materials, store/laboratories/adult distributive 
education fur the entrepreneur, learning activity packages, distributive education in the middle 
grades, marketing, tourism, atid model store plans. Section three on facilitating functions and 
services deals with the folbwing subjects: curriculum laboratories, research, statewide evaluation 
systems, distributive education supervision in urban school systems, and student teaching in dis* 
tributive education. (JR) ' o 

Descriptors: Adult Programs/Adyisory Committees/Career Education/*Curriculum/Disadvantaged 
Youth/ •Distributive Educalibn/Educational Research/Instructional Materials/Marketing/Merchandis- 
inq/Posi Secondary Education/"^ Program Development/Program Evaluation/Program Planning/ 
Secondary Education/Special Programs/Student Placement/Student Teaching/Tourism/Urban Edu- 
cation 

Identifiers: * Readings (Collections) 

£D106182iJ SO008301 

New Roles for Youth in the School and the Community * 
National Commission on Resources for Youth, Inc., New York, N.Y. 
74 245p. 

Available from: Citation Press, A Pivision of Scholastic Magazine, Inc., 50 West 44th Street, New 
York, New York 10036 ($4.25) 

Document No^ Available from E' »RS. 

This book provides descriptions of youth involvement projects that have made significant contri- 
butions . t yoimg people, their schools, and their communities. Each description is intended to provide 
information for starting and operating similar youth projects. They explain how a particular project 
began, mention the important problems encountered, and indicate the kind of support needed for 



operating the project. Each chapter has a special foQus and contains in-depth descriptions of three 
appropriate programs and shorter descriptions of additional supplementary projects. Chapter topics 
Include (1) Youth as Curriculum Guilders, (2) Youth as Teachers, (3) Vouth as Community Man- 
power. (4) Youth as Entrepreneurs, (5) Youth -as Community Problem-Solvers, (6) Youth as Com- 
municators, and (7) Youth as Resources for Youth. The final chapter offers suggestions on how to 
judge cjuality progranjs, tips for getting a project stacttj.d, and necessary adult leadership qualities. 
(OE) 

Descriptors: Action Programs (Community)/* Activity Lofirning/^Community Involvement/Com- 
munity Programs/Cooperative Programs/Curriculum Development/* Educational Alternatives/Pro- 
gram Doscriptions/; School CommurTity Programs/School Community Relationship/Work Experi- 
ence Programs/Youth/Youth Employrpent/Youth Opportunities/*Youth Programs 



. ED 105205 95 CE003494 • • ' 

Distributive Marketing Education: Innovative Instructional Techniques in Distributive Marketing 
Education 

Office of Educjjtion (DHEW), Washington, D.C. 

13 Oct 73 139p.; A summary of the presentations at the USOE Region V Distributive Educa- 
tion Conference (Arlington Heights, Illinois, October 1973) 
EDRS Price MF-$0.76 HC-$6.97 Plus Postage 

The conference featured more than 40 presentations representing existing and planned innovative 
programs in all levels of distributive marketing education in six states. In addition to the presenta- 
tions (not reproduced in their entirety in the report), there were sessions and workshops for 
secondary, post secondary, and adult levels and for city supervisors, teacher educators, and state 
supervisors, as well as for general interest audiences. Subjects included Organization for Rehabilita- 
tion through Training (ORT), instructional strategies, individualized instruction, area vocational/ 
technical centers, small business leadership programs, adult education, miniature malls, planning 
programs of specialized uni*, specialised programs in marketing, simulations, professional develop- 
ment, and informal sessions for task force groups on educating for careers in marketing and distribu- 
tion, clusters, interdisciplinary approach, and training programs in business. The report includes a 
variety of supplementary materials related to the presentation. (MDW) 

Descriptors: Administrative Personnel/Adult Education/Area Vocational Schools/* Conference 
Reports/* Distributive Education/Individualized Instruction/* Instructional lnnovation/*Marketing/ 
Posx Secondary Education/Program Descriptions/Secondary Education/Simulation/State Super- 
visors/Teache.- Educators/Teacher Improvement/Unit Plan/Workshops 



ED097465 CE002229 

Small Business Management; business Education: 7739.11. 
McCool, Felix J. 

Dade County-Public Schools, Miami, Fla. 

72 27p.; An Authori/ed Course of Instruction for the Quinmester Program 
EDRS Price MF-$0.76 HC-S1.95 Plus Postage 

This curriculum guide gives a brief review of the relation of business to the community and an 
introduction to problems in organizing a small business. These problems include basic long-range 
decisions, type of financing, need for the business, and method of financing. The document also 
focuses on the more immediate problems of location, housing, personnel, equipment, layout, 
.records, and (jromotion of the business. The course also includes an overview of problems of on- 
going operation: management, supervision, governmental obligations, finance, prodjction, marketing, 
public relations, and survival factors. It provides an outline of the objectives of the course'and course' 
content, suggested teaching procedures, evaluative instruments used, and a list of resource materials 



for students and teachers. Included are an appendix with a nine-page glossary and alact sheet- for . 
small business owners. ( Au»hor/BP) ' ' 

Descriptors: Behavioral Objectives/* Business/* Business Education/Course Content/*Curriculum 
Guides/Decision Making/Management/*Organl2ational lOevelopnrKsnt/Problems/Secondary Grades 
Mctentifiers: "Quinn^ester Program/Small Business Management > ^ 

* ^ ' . • 

ED096424 CE002025 ' ..^ 

Franchise Opportunities Handbook * " 

Office of Minority Business Enterprise (DOC), Washington, D.C. . * 

Sep 73 232p. * • 

Available from: Superintendent of Documert^s, U.S. Government Printing Office, Washington, 

D.C. 20402 ($2.20) 
EDI^S Price MF-$0.76 HC-$1,2.05 Plus Postage 

Franchising continues to be one of the rapidly growing fdrms of business^ecause It offers a means 
through which an individual with limited capital and experience can own or operate his own businiess. 
The publication, in its eighth edition, identifies franchisors who do not discriminate on the basis of 
race, color, or /lational origin in the availability, terms or conditions of their franchises. The listing " 
of equal opportunity franchisors provides.a brief summary of the terms, requirements, and condi- 
tionsunder which tie franchises are available. The introductory section includes general information 
on fr«nchising, suggestions, and checklists to assist and pfotect the potential investor, leads to other 
sources of information, and an identification of both governmental and private organizations which 
can assist minority group entrepreneurs. The sole purpose of the'listing Is to identify nondiscriminatory 
franchisors, and the information included in each .listing is provided by the franchisor. The Depa/t- 
ment of Com.merce does not represent the list as complete and does not guarantee; or assume respon- 
sibility for, transactions resulting from use of the information. (Author) 

Descriptors: Business Adminijtration/'Career Opportunities/* Directories/Discriminatory Atti- 
tudes (SociaD/Employment Opportunities/Job Market/* Managerial Occupations/*Minority Groups/ 
'Occupational Information/Occupations/Resource Materials/Vocational Development 

Identifiers: 'Franchises • 



ED095794 HE005871 = 
Patterns of Innovation. An Inventory of Non-traditional Instructional Activities. Volume II. 
Smith, D. Richard 

Purdue Univ., Lafayette, Ind. Continuing Education Administration 

Jul 74 207p.; The .collection of papers in this volume is designed to supplement those contained 
in Volume I. ' 

Available from: Inventory of Non-Traditional Instruction, Continuing Education Administration, 
110 Stewart Center, Purdue University, West Lafayette, Indiana 47907 ($5.00) . 
. EDRS Price MF-$0.76 HC-$10.78 Plus Postage \ 
' This document presents a collection of papers presenting an array of innovative approaches in 
higher education and offers papers and case studies of a variety of npntraditional activities. Some of 
the topics cover closed circuit TV and audio- tutorial instruction in veterinary science and medicine; 
televised graduate level engineering courses; the practical design approach in home furnishings; 
effects of various amounts and types of independent study in a nursing course, branche,d-program 
achievonnent testing; a program for improving instruction; a survey of Russian culture and civiliza- 
tion; clinician training through a self-confrontation technique; innovative instructional activity in 
small business management; strategic management; modular instruction in introducing biology 
laboratories; computer-assisted instruction for pharmacy students; counselor tutorial program; 
telelecture improves teaching; nontraditional instructional techniques in Horticulture; computer 
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graphics; and systematic group training; service, and research program. A total of 54 Innovative 
techniques are brifefiy described. (MJM) *^ ^ ' 

Descriptors: Counseling/* Educational Innovation/* Higher Education/* Independent Study/ 
Instructional I mproyement/" instructional Innovatton/Management/Prpgram Descriptions/Tutorial 
Programs/Video Equipment/Visual Aids , ' 

$ • * * 

». ■ ' ■ t 

«• 

£0095336 CEQ01890 
Franchise Index/Profile: A Franchise Evaluation Process. Small Business Management Series No. ' 

Stitjelman, C. R. > • > . / 

Small Business Administration, Washington. D.C. 
73 58p. * 

« ^^Jil^li'^ Superintendent of Documents, U.S. Government Printing Office. Washington, 
D.C. 20402 (Stock No. 4500-00125, $0.65) . or yxui, 

EDRS Price .MF-$0.76 HC-$3.32 Plus Postage 

The book is presented as an aid to thbse who have decided to invest in, or who are seriously 
interested in investigating, a franchise opportunity. The material presented Is an index of basic • 
mf9rmation a person should have about a particular franchise to enable him to make a valid determi- 
nation as to whether oi not a specific franchise Is the right one for him and whether or not the • 
chances for returns both in terms of money and iuture.are there. The questions are presented first 
with discussion, then repeated in a questionnaire format which may be used to profile and evaluate 
the franchises he.is Investigating. Financial and legal questions are raised, questions about training 
and marketing, and about home office support. The tent>ages of apfaendixes Include information about 
jne Federal Trade Commission and franchising, the international Franchise Association, the Small 
Business Administration, and a listing of sources of additional Inforination. (Author/ AJ) . 

-Descriptors: Administrative P- . Jnnel/*Business Administration/* Employment Opportunities/ 
Guides/lnvfiStment/* Managerial Occupations/*0ccupatlonal Information 
- Identifiers: •Franchises/Small Business Administration ' - 

VT103440 Jun76 

Owning and Operating a Srhall Business. Strategies for Teaching Small Business Ownership and 
Management. 

Illinois Univ., .Urbana, Dept. of V.ocalional and Technical Education. 
154p. / • 

30Q ♦ 

MF and HC Availability will be announced in Vol. 10, No*. 3. 

This curriculum guide is designed to aid the teacher in providing instruction in small business 
ownership and management for students at the secondary, adult, continuing education, or com- 
munity "Allege levels. Each of the 14 units consists of introduction, objectives, content, and sug 
gested activities. Suggested activities include projects, group dynamics, simulations, role playing case 
studies, and assignments. A number of special activities Included in each unit are categori2ed accord- 
ing to the areas of: creativity and innovation, coping with change and competition, achievement 
motivation, problem-solving and decision making, human relations ability, and developing a positive 
self imaqo. Most units contain at least one case study depicting a real-life business situation regarding 
the unit topic, Instruptional units are entitled: (1) The Nature of Small Business, (2) Determining 
Product and Market. (3) Selecting the Location, (4) Obtaining Initial Capital, (5) Choosing the Legal 
Form of OrganizationMO Managerial Planning, (7) Recordkeeping, (8) Financial Management 
(9) Credit and Collections. (10) Advertising and Sales Promotion, (11) Employee and Community 
Relations, (12) Obtaining Information and Assistance, (13) Insurance, and (14) The Future of Small 
Business. (NJ) 

Descriptors: 'Curriculum Guides/*Management Education/Business Skills/Teaching Guides/ 
Secondary Education/* Vocational Education/^Adult Education/* Learning Activities/Case Studies 
Identifiers: 'Small Business Management ' 

17 ( n--/ 



ABSTRACTS OF^ NEW AND COiyrtlNUING PROJECTS 
^ CONCERNING ENTREPRENEURSMIP ADMINISTERED BY 
THE DIVISION OF RESEARCH AND DEMONSTRATION (USOE/BOAE) 
IN FISCAL YEARS 1976 AND 1977 



\ 



Abstracts of New and Continuing Projects 
Concerning 
ENJREPRENEURSHIP 



Administered l:>y 
The Oivision of Research and Demonstration (USpE/BOAE) 
m Fiscal Years 1976 and 1977 



Current Projects in Vocational E^cation-FY 76 
Wesley E. Budke and Ruth Gordon, Compilers, 
1977 (Available in ERIC, ED 138 782) 



Current Pro/ents in Vocational Education-FY 77 
Lois Ann "Sellers and Ruth Gordon, Compilers, 
. 1978 (Available in ERIC, ED 151 611) 



AIM/ARM Project of 
The National Center for Research 
in Vocational Education 
The Ohio State University 

1960 Kenny Road 
Columbus. Ohio 43210 



fv;^ 'J 



CURRENT PROJECTS IN VOCATIONAL EDUCATION 

FY 1976 

A Mode! for Vocational Education Program Development in Entrepreneurship 
Adult Education for Women's Entrepreneurshipr Women's Ownership Workshop • 
Entrepreneurship Education for Adults-Program Development and Implementation 
Personnel Development for Entrepreneurs v 
Instructional Materials for Adult Entrepreneurship of Apparel Shops 
Indiyidualued Employee Training for Small Rural Businesses 

""^S^pTmr'^^""'' '"^"^"'"""^ '""'•""io" Modules for Owner-Manager of Small 

^^''^w.!.? nT^^^^^^^c^" Competency Based Instructional Systems for Adult. Post Secondary 
Special Needs, arid Entrepreneurship via the I DECC System «st oeconoary, 

FY 1977 

Rural Adult Vocational Education in Entrepreneurship 

Field Test and Diffusion of Entrepreneurship Instructional Materials ( 



.INVESTIGATOR AND ORGANIZATION." ^^tmu 



.AP PLICATION NUMBER ; 498AH60090 GRANT NUMBER : G007603753 

PROJECT TITLE; A Model for Vocational Education Program Development 

in Entrepreneurshlp 

^P«iul-R. Cunnlnghant, Research Associate 
Arkansas Department of Education 
Little Rock, Arkansas 72201 (501) 371-1855 

■ ■ -y ■ 

June 30, 1976 - December 31, 1977 

t 

;• 



The overall purpose of this project is to expand the vocational education 
cui:Tlculum to provide adults with entrepreneurial competencies which will 
facilitate self -employment. More specifically, the project goals are to: 

1) Develop and Implement modules of instruction in entrepreneurshlp 
for adults in self-employment and potential entrepreneurs. 

2) Develop a staff development program for adult educatois. 

3) Develop and implement a communication system which will provide 
more visibility to occupational traininJs for adults. 

4) Coordinate realistic training experiences in entrepreneurshlp. 

PROCEDURES 

Approximately twelve modules will be identified which will adequately cover 
the entire spectrum of small business ownership. "A content specialist 
will develop technical content jnaterials for the selected entrepreneurial 
mod-uJes. A selection of onslte teams will pilot test the mat-erlals. Staff 
development activities will Include three seminars and a 2-week workshop. 
Thtj project will culminate with self-contained instructional modules in 
the Identified areas of entrepreneurshlp and media for maximizing vocational 
technical education for adults. 

EXPECTED C ONT RIBUTION TO EDUCATION 

Tho .expected benefits to be derived are 1) a curriculum- stressing success- 
ful tt'chniques in entrepreneurshlp which is relevant and exhibits consider- 
ublu transportabflity; 2) a cadre of adult educators to teach ownership 
and management competencies; and 3) individuals -with improved competencies 
in ^itartlng and managing a business enterprise. It is anticipated that the 
materials will be used by the 23 postsecondary .vocational technical schools 
and many of the 321 school district's offering vocational education. 



PRI NCIPAL 
INVKH TIGATOR AND 
O RGANIZATION : 

FUNDI NG PERIOD : 
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APPL ICATION NUMBER : 498AH60X41 GRANT NUMBER : G0O760380O 

PRO.iiiCT TITLE ; Adult Education for Women's Entrepreneurshlp: ' 

IS Women* 9 Ownership Workshop 

yHINCim Melvln L. Barlow, Director 

INVEST I GATOR ANQ Division of Vocational Education 

ORGANIZATION ; Graduate School of Education . '" , 

University of California at Los Angeles 
133 Moore Hall 
'405 Hilgard Avenue 
Los Angeles. California , 90024 (213) 825-1838 

FUNDING PERIOD ; July 1, 1976 - December 31, 1977 

OBJ ECTIVES / ' >> Si ' 

A career education module will be prepared detailing how the learning 
activities are to be used within the Andragogy instructional framework. 
Objectives are: 

1) Development of competency-based learning activity packages and 
instructor's handbook on the use of these packages. 

2) Review and evaluation of the packages.. 

3) Staff development and inservice training for adult educators and 
Y-esnurce persons. 

4) Workshop and clinic sessions for participants. 

3) Preparation and distribution of the final report. 

« 

PROCEDURES 

An iidvisory committee and third party evaluation will be used to make 
recommend a^ons and evaluation of the packages. Workshop sites will be 
seleitud whcXe local education agencies (LEAn) have nade a commitment to 
provide resources for actual recruitment of particiryation making available 
facilities and^^5luipment and certifying the availability of community 
resources. Staff development will cover learning activity packages, 
Andragogy, program management, career development, cooperative work 
experience, and business plan, and will focus on understanding and 
implementing McClelliind's Achievement Motivation Model. There will be a 
series of regional workshops which will correspond to the teaching- 
learning strategies. 

EXPECTED a)NTRIBirriON TO EDUCATION • 

The form of vocational preparation proposed in this project is competency- 
based and self-paced for adult clients, thua concurrently providing a 
vehicle for greater involvement by vocational educators in adult education. 
In addition, through staff development, the inatructorft will adopt a corapre 
henslve design for adult education and develop more appropriate skills for 
teaching adults. 

# * 

r •■ ' ^ 
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APPLICATION NUMBER: 498Aa60199 GRANT NUMBER ; 0007605299* 

PROJECT TITLE; Encrepreneurship Education for Adults-Program Development 

^, and Implementation 

LR? NCI PAL E. A. Persons and G. I. Swanaori 

INVESTIGATOR AND Agricultural Education Division, College of Education 
ORGANIZATION ; University of Minnesota 

^ 130 Classroom Office Building, St. Paul Campus 
St. Paul, Minnesota 55108 (612) 373-1020 

FUNDI NG PERIOD ; « September 30, 1976 - March 31, 1978* 

OBJ ECTIVES ' / 

• 

The purpose of this project is to expand the development, dissemination, and 
utilization aspects of entrepreneurial inquiry. Specific objectives are to; 

1) Prepare instructional modules for postsecondary and adult students 
who are contemplating a career as an entrepreneur. 

2) Refine, disseminate, and assist in utiliaation, of instructional 
materials for individuals already engaged as entrepreneurs. 

3) Create model legislation and state plan provisions for entrepreneurial 
training fot postsecondary and adult students. 

PROCEDURES . ' 

Instruetional modules will be developed using the same curriculum team that 
developed the adult en::repreneurial training program. Twelve to 15 modules 
of instruction that can be integrated into existing vocational training 
pjFograms or used for adult instruction will result. Through a series of 
articulated conferences, individuals in state departments of education, 
colleges, and local educational agencies will learn how programs for 
entrepreneurial training are developed, implemented, and managed.. Based 
on a sampling of state plans for vocational education and state education 
laws, a model for legislation and state plan provisions will be developed 
to unable states to provide support for entrepreneurial training. 

EXP ECTED CONTRIBUTION TO EDUCATION . ^ 

This study is an attempt to broaden the focus of vocational education to 
include career preparation for the self-employed entrepreneur. Dissemination 
activities will alert the state departments of education and teacher training 
departments throughout the United States to the potential benefits for 
establishing Small Business Management training programs* Other project 
activities will work to eliminate or neutralize the res^traints commonly 
'encoun:ered in establishing a new curriculum effort. 

♦Funding received during the transition quarter. 



APPmCATXON NUMBER } A98AH600SA 



GRANT NUMBER: G007603752 



.PROJECT TITLE; 



Personnel Development for Entrepreneurs 



PRINCIPAL 
INVEHtiCATOft AND 
ORGANIZATION J 



Julie N. Boettcher • and Ronald M, Hutkln 

Admin. Assistant Assoc. Dean 

Nebraska RCU Platte Tech. Comm. College 

Box 33, Henzlik Hall P. 0. Box 1027 

University of Nebraska Columbus, Nebraska 68601 

Lincoln, Nebraska 68588 (402) 564-7132 

(402) 472-3337 



FUNDIN(; PERIOD: 



July 1, 1976 - August 31, 1977 



OBJEC TIVES 

The purpose oi this project is to design intensified, individualized, and 
group-oriented instructional programs in personnel deveflopment for the 
entrepreneur. The principal objectives are .to: 

1) Design an instructional program and delivery system for assisting 
entrepreneurs and potential entrepreneurs in obtaining assessment, 
planning, and management skills. 

2) Test the viability of the instVuctlonql program and delivery .. 
system by installation of courses for t-ntrepreneurs at the Platte 

'•Campus to serve both urban and rural populations. 

3) Prepare materials and procedures documentation for the operation 
of personnel development institutes in Nebraska Technical 
Community Colleges. 

PROCEDURES 

Phii.se I, the aHsussmtnit phase of the project, will be concerned with 
establishing advisory committees (one urban and one rural) and conducting 
a needs assessment of a sample of small business managers to dete<<aine 
course content. Phase II will be the development of instructional materials.. 
and training in service agencies to small businesses. Phase III will consist 
of a field test of course materials through clasS'^s conducted at the Platte 
Community Collt»ge. Trained instructors will conduct the classes and 
supervise the participants on the job following completion of the course. 

EXPECTED CONTRIBU TION TO EDUCATION 

The availability of an instructional package for entrepreneurial programs 
assures that participant's may be served through the present technical 
community colleges of Nebraska. This project will also field test a 
method of Inserviclng potential teachers of entrepreneurial"programs 
through cooperative placement in the service agencies of small business. 



APPLICATION NUMBEI^t 498AHfiQ27a ' GRANT NUMBER t G0076O3757 

PROJECT TITLE: Instructional Materials for Adult Entrepreneurship 

«f Apparel Shops 

Kathryn (Jrc^enwood, Assoclatw Professor Clothlnc. Textiles 
J_NVKS'i 'H;ATOR AND and Merchandising ing. lexciics 

MLAN IZATION : Division of Home Economics ' . 

dklahoran State University 
Stillwater, Oklahoma 74074 (^^05) 624-5035 

FUNDING PERIOD; 'july 1, 1976 - December 31 » 1977 

OBJECTIVES ' ... 

^ » 

1) Develop individualized and modularized Instructional materials which 
will provide entrepreneurial competencies for potential small apparel 
shop owners,. - 

2) Test the Instructional materials through use In a pilot open entry/open 
exit setting with role model merchants as consultants. 

3) Evaluate the instructional materials during the pilot study period 
with assistance from a panel of business experts. 

4) Revise the instructional materials and make recommendations concerhlng 
theii continued use in open entry/open exit programs to provide adult 
autrepreneurlal competencies which facilitate self-employmetit. 

PR OCEDURES , ' . 

The materials will be designed to Incorporate entrepreneurial competencies 
within the four functions of retail store organization: i) accounting 
and control, 2) buying and merchandising. 3) operation and -mfnagement, and 
4) advertising and promotion. Successful apparel merchants and other 
business experts will be involved in the development of the instructional 
materials, in the implementation of the pilot open entry/open exit 
program, in the evaluation of the results of the research project, and in • 
the revision of instructional materials. 

EXPEC TED CONTRIBUTION TO EDUCATION ^ ' 

1) Instructional materials will be made available for use in adult open 
entry/open exit programs by Distributive Education and Home Economics 
teacher-coordinators throughout the country. 

2) Individualized and modularized learning materials will facilitate 
effective Instruction and will allow flexibility In the use of time] by 

• the teacher-coordinator. 



3) 
4) 



Flexible learning situations will be created for adult trainees. 
The Instructional system will serve as a model for the development of 
entrepreneurial competencies necessary for success in establishing 
many types of specialty shops. 



A98AH60027 GRAHT NUMBER : G0076037SL 

Individualised Employee Training for Small Rural 
Businesses 

Harry Hoch, Director of Continuing Education 
Treasure Valley Community College^ 
650 College Boulevard 

Ontario* Oregon .97914 <50J) 889-6A?'? 

July 1, 1976 - June 30, 1977 
OBJECTIVES * . " % 

1) Demonstrate to small businessmen the value of an Individualized employee 
training program. 

2) Demonstrate a technique by which an individualised employee training 
program can be developed and put into use in small businesses. 

3) , Assist small business managers in Implementing their management skills. 

in training employees for conformity to various state and federal 
regulations, profitable management objectives, and setting of management 
' priorities. 

PROCEDURES 

The project features: 1) selection and use of local resource people; 2) 
use of color video camera and cassette tape to make up at least three 
individualized training programs (specific for each business) for each of 
the twelve participating businesses; 3) use of video tape cassette for 
delivery; A) setting up five viewing (training) centers; and 5) establishing 
a library of materials that businessmen will use. A pilot program will be 
shown tu potential cooperating businesses to demonstrate what the pr^l§Pam 
can do in responding to management needs. Following the identification of 
the 12 participating businesses, specific needs of each business will be 
determined, and a program schedule developed. Evaluation will be conducted 
by a third party, and will be administered to employers, employees, and 
customers through a combination of questionnaires and personal interviews. 

EXPECTED CONTRIBUTION TO EDUCATI ON 

1) Increased management efficiency in small businesses. 

2) Increased cooperation between Treasure Valley Community College and 
small businesses. 

3) Improved services to customers. 

4) Increased earnings to small businesses. 

5) Employees with better training and more enthusiasm for their jobs. 

6) Improved cooperation with State and Federal regulatory agencies. 

7) Availability of the video tapes for dissemination. 



APPLICATION NUMBER : 
PROJECT TITLE : 

PRIN CIP AL 
I NVEST l(;A't'OR AND 
0k{?ANt2ATI0N ; 

FU ND INK PER IOD; 



APPLICATION NUMBEk; 498AH60108 



GRANT NUMBER: • G007603754 



Developing Competency-Based Individualized Instruction 
Modules for Ovmer-rManagers of Small Business Firms 

Barry L. Reece and Richard I.. Lynch 
Division of Vocational 'and Technical Education 
Virginia Polytechnic Institute and State University 
Biacksburg, Virginia 24061 (703) 951-5191 

July 1, 1976 - December 31, 1977 



The purpose pf this project is to develop, administer, and evaluate a series 
of individualized instructional modules designed to develop managerial- 
entrepreneurial competencies. The modules will be delivered to business 
owner-managers on a one-to*-one basis as soon as they begin to operate rheir 
businesses. Specific objectives ^re: 

1) Identify core-crucial managerial-entrepreneurial competencies which 
are needed by owner-managers of a small retail, wholesale, or 
service business. 

2) Prepare a series of individualized Instructional modules designed 
to develop these competencies. 

3) Recruit and train teacher-counselors to assist owner-managers of 
small business with completion of the instructional modules. 

4) Recruit and enroll a minimum of 25 owner-managers of newly-formed 
business firms in a program of study which features an individualized 
instructional format. 

5) Conduct an evaluatipn to assess the degree to which the instructional 
modules have aided owner-managers. 

PROCEDURES 

A review of the literature devoted to causes of small business failure should 
yield a list of core-crucial competencies necessary for successful management 
of a small marketing firm. Once this list is validated, a series of 
individualized Instructional modules designed to develop these core-crucial 
competencies will be developed. The project staff will then recruit and 
train teacher counselors who, in most cases, will be distributive education 
teacher-coordinators to assist a minimum of 25 owner-managers of newly-formed 
small business with completion of the instructional modules. Owner-managers 
will 1)0 located Within two metropolitan communities and one multicounty 
region of southwestern Virginia. The individualized instructional program 
will extend over a period of 6 months. 

EXP ECTED CONTRIBUTION TO EDUCATION 

I-- 

Kach year approximately AOO.OOO persons form new business enterprises, of 
which 90 percent fail. Educators throughout the" nation will be able to use 
these modules to assist owner-managers at the most crucial time — opening 
through the first 6 months of the life of the business. 
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PROJECT TITLE : 

lNVi;s flGA'roR ANU 
'OR(;ANlZA'nON ; 

KUNDIN(; PERIOD ; 
OBJECTIVES 



Al>PLtCATIOfl NUMBER i 498AH60200 



'GRANT NUMBER ; G007605242 



Development and Validation of Competency Based 
Instructional Systems fot Adult, Post Secondary, 
Special Needs, and Entrepreneurshlp via the IDECC System 

Larry Casterllne ' ^ 

Interstate Distributive Education Curriculum Consortium 
(IDECC), Inc. 

The Ohio State University 
119 Townshend Hall 
1885 Nell Avenue 

Columbus, Ohio 43210 (614) 422-4202 
„July 1, 1976 - December 31, 1977* 



The purpose of this project is the further development and validation of the 
Interstate Distributive feducation Curriculum Consortium (IDECC) system. 

PROCfeDURES 

■ ' . • • • 

Using the current. IDECC system as the nucleus, this project will develop and 
validate the followiflg: 

1) A competencybasGd adult distributive education instructional system. 

2) A competency-based, postsecondary .instructional system. 

3) A competency-based special needs instructional system. 

' 4) Competencies for new and additional occupations in marketing and 
distribution. ' . ^ 

3) A compctency-b^sed learning system for entrepreneurship. 

EXJ^ECT ED CONTRIBUTION TO EDUCATION 

The educational significance Is that IDECC is considered by many educators 
as the first comprehensive instructional system available to teachers on the 
secondary level. With the end results of the project, a comprehensive system 
can be available to educators in adult, postsecondarj^ and special needs education. 

*Fundin|; rycelved during the transition quarter. 



PROJECT TITLE: 



PRINCIPA L ' 
INVESTIGATOR AND 
ORGANIZATION: 



F UNDING PERIOD ; 
OBJECTIVES 



APPLICAT ION NUMBER : 



498AH70044 



GRANT NUMBER: G0O7701873 



Rural Adult Vocational Etjucatlon in Entrepreneurshlp 



PRtMCIl>AJL' 
XNVjSTir.ATOR AND 



Jamos R. Durke«2, Associate Professor 
Depi^rtment of Vocational Education 
Univorsity of Wyoming 

Laramie, Wyoming 82071 (307) 766-3267 



ORGANISATION: 



FUNDING PERIOD: 



September 1, 1977 - August 31, 1978 



OBJECTIVES . . 

^ The primary objective of the project is to develop instructional materials that 
may assist vocational teachers in local communities in developing adult voca- " 
tional programs in entrepreneurshlp. The objectives include: (1) developing 
and/or collecting and adapting instructional material to assist the small rural 
businessman in the operation and management phases of busineiss; (2) designing • 
a computer-based record and management system for owners and operators of 
production units in agriculture and develop appropriate instructional materials 
for preparing farmers and ranchers to use the systems; (3) field testing to the 
extent that funds are available; and (4) determining opportunities for establish 
ing rural adult vocational education programs through the field test process. ' 

PROCEDURES " 

Procedure will be to (1) identify, collect, and adapt instructional materials 
for ovmers and operators in small rural isolated businesses and agricultural 
.production units; (2) select one or two rural communities based on interest and, 
support of vocational teachers; (3) field test instructional materials in pilot 
commtmitles and evaluate materials and processes; and (4) disseminate project 
findinfi.s. , ' 

EXPECTED CONTRIBU TION TO EDUCATION 



The prt>ject will expand and improve the quality and quantity of present rural 
adult votatlonal education programs by designing and field testing model to be 
used in the Ktate of Wyoming or similar states with small rural isolated com- 
mtjnlties. It will also make available a computer-based record and management 
system for teachers to initiate programs in adult education in agriculture. 




APPLICAT ION NUMBER t 



496AH70017 



CONTRACT NUMBER; 



30071^0330 



Field TeBt and Diffusion of Entrepreneurahip 
Instructional Matierlals 



PRINCIPAL 



Kristina Engstrom, Directof 
Contract Research Corpora t ion 
25 Flanders Road 
Belmont, Massachusetts 02178 



INVEST ICATOR AND 



FUND INC PERIOD: 



. AuRust 26, 4977 - February 26, 1979 



OBJECTIVES 



•r 



The purpose. of this project is to: (1) determine the effectiveness of pre- 
viously devolopcd curricula, secondary and postsecondary, in the skills of 
small business owne r ship /management ' (2) improve the instructional material 
based on a preliminary review and a field test, and (3) disseminate the re- 



grams which prepare stMdents for small business ownership and managemenc,. 

PRjlCEj>l'_RAS ' . . ' 

1. Conduct ing-a preliminary review of the existing curricula by owners/ 
managers of small businesses, representatives of the Small Business 

-Administration, and business educators as potential consumers. 

2. Revising content and format of curricula prior to field testing. 

3. Conducting a field test in an inner city and a rural or suburban set tin 
for oiU'\\ curricuTa. 

A. Ufvlsln>» tljc coiUcnl .tnd lorimit of llw curricula based on field test 

I Ind lnj',s. , ° 

'), rr»Hl«icinK 250 copies of the revised instructional materials. 

6. ^ CiMnplle a list of institutions Intending to offer courses in entrepre- 

nt'urship who "have declared an Interest. In using the revised curricula; 
disseminating the curricula to 25 potential users and to regional and 
state curricula coordination centers. 

7. Preparing a brochure describing the curricula and sources of purchasing 
the -materials for dissemination. 



EXPECTED CO NTRIBUTION TO EDUCATION 

Thi8 project will make available potentially valuable materials as a resource 
for students and teacherK in varying kinds of institutions which offer pro- 
Rrams In small business management and ownership. 




